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1. Introduction 

1.1 This Workplace Conduct Policy (“Policy”) sets out the policies of CountPlus Limited (“the Company”) 
regarding workplace conduct and deals with the issues of:   

(a) harassment in the workplace; 

(b) sexual harassment; 

(c) discrimination; 

(d) vilification; 

(e) workplace bullying; and 

(f) workplace violence. 

1.2 This Policy also provides procedures for dealing with complaints in relation to any of the above 
issues. 

1.3  Any form of harassment, discrimination, vilification, bullying or violence, including conduct which is 
sexual, racial or relates to a person’s marital status, disability, gender, age, pregnancy or sexual 
preference is not permitted in the workplace and in many circumstances is prohibited under both 
State and Federal legislation. You should be aware that these forms of conduct may lead to legal 
action being taken not only against the Company, but also personally against the employee 
responsible.  

1.4 The Company requires that all employees read and familiarise themselves with this Policy and 
ensure that it is complied with at all times.  Any failure to abide by the content of this Policy may 
result in disciplinary action by the Company, up to and including the termination of your employment.  

1.5 The Company also has the right to vary the terms of this Policy at its discretion.  To the extent that 
there is inconsistency between the applicable legislation and this Policy, the applicable legislation 
will prevail.  This Policy does not form part of your employment contract with the Company and is not 
intended to create any right or obligation enforceable against the Company. 

2. Conduct In The Workplace 

2.1 As an employee of the Company, it is expected that:     

(a) you are aware of, abide by and understand our Workplace Conduct Policy; 

(b) you will conduct yourself in a professional manner and display courtesy and sensitivity to 
colleagues at all levels and to all other persons with whom you have contact in the workplace;  

(c) you will always consider how your behaviour will be viewed by the person or people who you 
are dealing with, as it may sometimes be difficult to know whether another person will view 
your behaviour as acceptable or not; 

(d) wherever possible you create an inclusive environment; 

(e) you respect the dignity of all individuals that you come into contact with during the course of 
your employment, including employees, contract workers, suppliers or visitors; and 

(f) if you have concerns regarding the welfare of others or if any employee comes to you with a 
complaint of harassment, bullying, discrimination or vilification, you report it promptly to the 
Company and refrain from discussing it unnecessarily with others.  
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2.2 The Company endeavours to ensure that any complaints are dealt with taking into account the 
following principles:   

(a) all complaints should be dealt with promptly;  

(b) all complaints should be treated seriously; 

(c) all complaints should be managed confidentially; 

(d) all complaints should be dealt with impartially, fairly and as privately as possible;  

(e) no person making a complaint, nor any person called as a witness with respect to the 
complaint should be victimised in any way; and 

(f) the same fairness and courtesies accorded to a complainant should also be accorded to the 
person accused of wrongdoing. 

3. Harassment 

3.1 As an employee of the Company, you must not engage in any behaviour that could be found to be 
harassment. 

3.2 Harassment is any unwelcome behaviour which intimidates, humiliates or offends a reasonable 
person.  It can range from obvious to subtle behaviours and can take the form of physical, verbal or 
non-verbal conduct.  Harassment can occur in a single act or continuing acts.  Harassment can 
occur in the workplace or at work-related functions or events.  

3.3 Whether conduct is harassment largely depends on whether or not the behaviour is welcome.  The 
intention or motive of the alleged harasser is not relevant in determining whether the behaviour is 
unwelcome.  Further, conduct does not have to be intentionally designed to harass a person for it to 
be considered harassment.  The focus is on how the behaviour is seen or perceived by the recipient.   

3.4 Some examples of behaviour that can amount to harassment include:  

(a) uninvited physical contact;  

(b) making threats; 

(c) intrusive questions or insinuations about a person’s private life (e.g. religion, sexual 
preferences);  

(d) intrusive references to physical appearance including dress or disability;  

(e) comments, jokes or innuendo relating to race, marital status, age, etc.;  

(f) offensive or threatening communication by phone call, text message, email or other electronic 
forum;  

(g) insults involving imitation which demeans a person; 

(h) social exclusion;  

(i) displaying, transmitting or downloading offensive material in the workplace, by email, fax or 
the internet;  

(j) behaviour which is a criminal offence e.g. physical or sexual assault, stalking or obscene 
communication; and  

(k) bullying. 

3.5 Sexual Harassment 

3.5.1 As an employee of the Company, you must not engage in any behaviour that could be found 
to be sexual harassment. 
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3.5.2 Sexual harassment is a specific type of harassment.  A person sexually harasses another 
person where that person:   

(a) makes an unwelcome sexual advance to the person harassed, or an unwelcome 
request for sexual favours to the person harassed; or  

(b) engages in other conduct of a sexual nature in relation to the person harassed,  

in circumstances in which a reasonable person, having regard to all the circumstances, 
would have anticipated the possibility that the person harassed would be offended, 
humiliated or intimidated.  

3.6  Sexual harassment is against the law and not permitted in the workplace. Legislation governing 
sexual harassment includes the Sex Discrimination Act 1984 (Cth) and the Anti-Discrimination Act 
1977 (NSW) as they are amended from time to time. 

3.7  Some examples of behaviour that could amount to sexual harassment include:  

(a) uninvited physical contact; 

(b) sexual gestures;  

(c) sexually explicit comments, jokes, conversations or innuendo;  

(d) uninvited and unwelcome conversations about sexual matters;  

(e) leering or staring at a person or his or her body;  

(f) intrusive references or comments regarding physical appearance, including dress; 

(g) sexually offensive communication by phone call, text message, email or other electronic 
forum;  

(h) displaying, transmitting or downloading sexually explicit material in the workplace; 

(i) continual invitations for social dates or drinks after refusal; and  

(j) behaviour that is accompanied by a direct or implied threat or benefit e.g. sexual compliance 
is demanded in return for employment advantages or for the avoidance of employment 
detriment. 

3.8 In addition, legal action can be taken against employees personally for sexual harassment. 
Employees who engage in sexual harassment may also expose the Company to liability as a result 
of their actions. 

3.9 What is not Harassment? 

A relationship or behaviour which is freely accepted by each person involved is not harassment. 
Friendship, attraction, dating, sexual interaction, conduct or conversation, which is invited, mutual, 
consensual and reciprocated, is not harassment. 

4. Discrimination 

4.1 As an employee of the Company, you must not engage in any behaviour that could be found to 
constitute discrimination. 

4.2 Discrimination can occur both directly and indirectly.  Both of these types of discrimination are 
unlawful and are not permitted in the workplace. 

4.3 Direct discrimination involves treating one person or a group of people less favourably or causing 
them disadvantage because they belong to a particular group or possess certain traits.  
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4.4 In certain circumstances, discrimination can also be indirect, which involves a person being required 
to comply with a requirement or condition with which they are unable to comply because of a certain 
attribute of the person (for instance a disability) and which has or is likely to have the effect of 
disadvantaging that person. 

4.5 Certain types of discrimination are also against the law.  Legislation governing discrimination 
includes the Fair Work Act 2009 (Cth), the Age Discrimination Act 2004 (Cth), the Disability 
Discrimination Act 1992 (Cth) the Racial Discrimination Act 1975 (Cth), the Sex Discrimination Act 
1984 (Cth), the Australian Human Rights Commission Act 1986 (Cth) and the Anti-Discrimination Act 
1977 (NSW), as they are amended from time to time. 

4.6  There are a number of grounds for discrimination, including: 

(a) family responsibility;  

(b) race, colour, nationality, national origin or ethnicity;  

(c) sex, marital or domestic status, pregnancy, potential pregnancy or breastfeeding;  

(d) gender re-alignment or transgender identity;  

(e) sexual orientation;  

(f) disability or impairment, including HIV or AIDS;  

(g) age;  

(h) political or religious belief or activity;  

(i) union membership or activity; and 

(j) any other categories protected by applicable local, national or state law.  

4.7 In addition, legal action can be taken against employees personally for discrimination.  Employees 
who engage in discrimination may also expose the Company to liability as a result of their actions. 

5. Vilification 

5.1 As an employee of the Company, you must not engage in any behaviour that could be found to be 
vilification. 

5.2 Vilification means inciting, through any public activity, hatred towards, serious contempt for, or 
severe ridicule of, a person or group of people because they belong to a particular group or possess 
certain traits.  Vilification is against the law and is not permitted in the workplace.  

5.3  Vilification can occur by way of:  

(a) speeches or statements (e.g. which vilify people because of their disability);  

(b) people wearing symbols, such as badges, or clothing with e.g. racist slogans, in public;  

(c) gestures made in public; and 

(d) signs, flags, posters or stickers in a public space. 

5.4 Legislation governing vilification includes the legislation mentioned in this Policy relating to 
discrimination.  

5.5 In addition, legal action can be taken against employees personally for vilification.  Employees who 
engage in vilification may also expose the Company to liability as a result of their actions. 
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6. Bullying 

6.1 As an employee of the Company, you must not engage in any behaviour that could be found to be 
bullying. 

6.2 Bullying is a serious form of harassment which occurs in the workplace when an individual or group 
of individuals repeatedly behaves unreasonably towards an employee or a group of employees and 
that behaviour creates a risk to health and safety.  The workplace includes any work related conduct, 
activity or function whether at the Company premises or outside the Company premises. Further, 
bullying can also be carried out on social media whether inside or outside of work hours.   

6.3 Bullying does not include reasonable management action carried out in a reasonable manner.  
Bullying can be carried out in a number of ways and may be subtle or explicit in nature, may be 
carried out verbally, physically or in writing, and is behaviour which a reasonable person observing 
the situation would consider to be bullying.  

6.4 A single incident of unreasonable behaviour will not alone constitute bullying but may have the 
potential to escalate into bullying and therefore should not be ignored. 

6.5  Some examples of behaviour that could amount to bullying include: 

(a) belittling remarks and ridiculing or demeaning an individual in front of others;  

(b) spreading malicious rumours;  

(c) unreasonable and persistent criticisms;  

(d) verbal and physical abuse, such as offensive language or throwing objects;  

(e) deliberate isolation from colleagues;  

(f) refusing to delegate or undermining work performance by withholding information necessary 
for work performance;  

(g) removing responsibility and/or imposing menial tasks without foundation;  

(h) intimidation and psychological harassment; and/or  

(i) making direct or indirect threats about job security without foundation.  

6.6  Legitimate workplace behaviours that do not constitute bullying include: 

(a) differences of opinion, and non-aggressive conflicts and problems in working relations;  

(b) warranted and reasonable workplace counselling and performance management;  

(c) constructive feedback;  

(d) setting performance goals, standards and deadlines;  

(e) reasonable and appropriate supervisory practices 

(f) informing an individual about behaviour that is inappropriate, offensive or otherwise in breach 
of the Company’s policies; or  

(g) minor one off incidents.  

6.7 Bullying is not permitted in the Company workplace.  Bullying can be against the law and can even 
be a crime.  Legislation governing bullying includes the Fair Work Act 2009 (Cth), the Work Health 
and Safety Act 2011 (NSW), as well as the legislation mentioned in this Policy regarding 
discrimination as they are amended from time to time. 

6.8 In addition, legal action can be taken against employees personally for bullying.  Employees who 
engage in bullying may also expose the Company to liability as a result of their actions. 
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7. Workplace Violence   

7.1 As an employee of the Company, you must not engage in any behaviour that could be found to be 
workplace violence. 

7.2 Workplace violence is any behaviour by a person or persons which involves abusing, threatening or 
assaulting another person or persons in the workplace.  Workplace violence can be committed on its 
own, or it may form part of conduct that is also harassment, discrimination, vilification or bullying. 
Any form of violence in the workplace is not permitted by the Company. 

7.3  Examples of workplace violence includes:  

(a) biting; spitting, scratching, hitting, kicking; 

(b) pushing, shoving, tripping, grabbing; 

(c) throwing objects; 

(d) verbally threatening others; 

(e) threatening someone with the use of force against them, such as by a punch or by a weapon 
or object that could be used as a weapon; and 

(f) sexual assault. 

7.4 Employees should be aware that violence in the workplace can be a crime and can also lead to civil 
action against the person involved. 

7.5 In addition, legal action can be taken against employees personally for workplace violence. 
Employees who engage in workplace violence may also expose the Company to liability as a result 
of their actions. 

8. Complaints and Grievance Procedure 

8.1 This Policy outlines the type of behaviour that is not acceptable within the Company’s workplace. In 
the event of a complaint or grievance, the Company will endeavour to ensure our procedure is:  

Impartial 
(a) each side should have a chance to tell their side of the story;  

(b) no assumptions should be made and no action taken until all relevant information has been 
collected and considered;  

Confidential 
(c) only the people directly involved in making or investigating a complaint should have access to 

information about the complaint;  

Free of Repercussion 

(d) no action should be taken against anyone for making a complaint or helping someone to make 
a complaint; 

(e) no victimisation should ensue against anyone who makes a complaint;  

Timely 

(f) all complaints should be dealt with as quickly as possible in the circumstances of the 
complaint. 
 

8.2 What to do if you have a grievance 
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If you believe that you have been harassed, sexually harassed, discriminated against, vilified, bullied 
or subject to workplace violence by an employee, contract worker, client or other individual or group 
connected with the Company, you should adopt one of the following approaches.   All complaints or 
grievances should be initiated within one (1) month of the relevant action or event occurring, unless 
exceptional circumstances apply. 

8.2.1 Informal Approach  
(a) As a first step, you should consider taking the Informal Approach which involves 

speaking directly to the person involved and telling him or her that their behaviour is 
unwelcome and unacceptable, and asking them to stop.  It may be helpful for this 
individual to be made aware of the impact of their behaviour, as it is possible that they 
did not intend to cause offence.  

(b) You do not need to and should not take this approach if you are not comfortable 
speaking to the person, you have any fears for your safety, or if the matter is of a 
serious nature.  In either case, you may wish to take the Formal Approach.  

8.2.2 Formal Approach 
(a) If the issue is serious, persistent, or simply if you prefer not to speak with the 

individual concerned, for whatever reason, or if you have taken the Informal Approach 
and the issue has not been resolved, you should take the Formal Approach by writing 
to the Privacy Officer specifying all of the details relevant to the complaint, including 
the names of the persons involved, what the complaint relates to, when the relevant 
conduct or event is said to have occurred and what outcomes you are seeking.  If the 
issue is related to the Privacy Officer, you should notify a senior staff member who will 
determine the appropriate course of action.  

(b) All complaints taken to the Privacy Officer will be treated as privately as possible with 
escalation as appropriate.  In some cases, the Company may, at its complete 
discretion, choose to bring in external assistance to help deal with your complaint.  
Where it is appropriate, the Company may also appoint another employee of the 
Company, with no involvement with the complaint, to help deal with it.   

(c) Although you may feel the need to tell a trusted friend or work colleague about the 
matter, you should be careful.  Accusations of harassment can harm the reputations of 
those involved – the situation should not become the source of office gossip and 
prejudice.  

8.3 Action 
The Company will take appropriate action if an investigation results in a finding that harassment, 
sexual harassment, discrimination, vilification, bullying or workplace violence has occurred.  This 
may involve taking disciplinary action which could range from arranging a conference between those 
involved to discuss the issue, to an apology, counselling, a verbal warning, a written warning or 
termination of employment (up to and including summary dismissal).  

8.4 False Complaints 
There will be no victimisation of any individual who makes a complaint of harassment, sexual 
harassment, discrimination, vilification, bullying or workplace violence, or who assists an individual 
who makes a complaint.  However, if you lie about a grievance, this will be treated seriously, and you 
may be subject to disciplinary action in the same manner as noted in this Policy. 
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