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Principles for responding to workplace bullying incidents

Outlined in the table below are a number of principles that should guide a response to a bullying incident.

Table 1: Principles for dealing with bullying incidents

	Treat all matters seriously 
	Take all complaints seriously. Assess all reports on their merits and facts. 

	Act promptly 
	Reports should be dealt with quickly, courteously, fairly and within established timelines. All relevant parties should be advised of how long it will take to deal with the report and should be kept informed of the progress (e.g. a regular update, even if there has been little progress, to provide reassurance that the complaint has not been forgotten or ignored). If additional time is required to address the issues, all relevant parties should be advised of the additional time required and the reasons for the delay. 

	Do not victimise 
	It is important to ensure anyone who raises an issue of bullying is not victimised for doing so. The person accused of bullying and any witnesses should also be protected from victimisation. 

	Support all parties 
	Once a complaint has been made, the workers involved should be told what support is available (e.g. worker assistance programs and peer support systems) and allowed to have a support person present at interviews or meetings (e.g. health and safety representative, union representative or friend). 

	Be neutral 
	Impartiality towards everyone involved is critical. This includes the way people are treated in any process. The person in charge of an investigation or resolution process should never have been directly involved in the incident they are investigating or attempting to address. They should also avoid any personal or professional bias. 

	Communicate process and outcomes 
	All parties should be informed of the process, how long it will take and what they can expect will happen during the process and at the end. Provide all parties with clear reasons for any actions that have been taken and, in some circumstances, not taken. 

	Maintain confidentiality 
	The process should ensure confidentiality for the target and also ensure confidentiality for other parties involved. Details of the matter should only be known by those directly concerned. 

	Keep records 
	Documentation is important to any formal investigation. Even if the matter is not formally investigated, a record should be made of all meetings and interviews detailing who was present and the agreed outcomes. 
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