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1. Introduction

Victorian Women with Disabilities Network (VWDN) is committed to providing a workplace that is free from discrimination and harassment.  VWDN recognises that Equal Employment Opportunity is a matter of social justice and legal responsibility. Adopting equal employment opportunity principles is consistent with the mission, vision and values of VWDN.  It is also central to creating a respectful, diverse and vibrant working environment which in turn enhances our service delivery, creativity and productivity.
This policy is designed to ensure that VWDN complies with all of its obligations under state and federal legislation.  VWDN will continue to maintain exemption under the Equal Opportunity Act (1995) (The Act) in order that it may actively recruit women with disabilities.
The VWDN Equal Employment Opportunity Policy has been created using the Developing an Equal Opportunity Policy Checklist from the Victorian Human Rights and Equal Opportunity Commission to ensure best practice in development and implementation of this policy.
1.1. Scope

This policy applies to all staff, volunteers, members and contractors.  

This policy applies to all aspects of employment at VWDN, including recruitment, overtime, training and leave.  It also applies to staff, volunteers, members and contractors who are representing VWDN outside of standard working hours at other venues, functions, meetings, conferences or whilst representing VWDN in any way.

2. Purpose

The policy will outline VWDN’s processes to ensure a working environment which is free from discrimination, harassment and bullying.
3. Policy
3.1. VWDN is committed to creating a workplace free from all forms of discrimination, harassment, bullying, victimisation and vilification.  Any instances of discrimination, harassment, bullying, victimisation or vilification will not be tolerated.  
3.2. Decisions relating to recruitment, selection and promotion of staff will be based on merit and fairness.
3.3. VWDN will make reasonable adjustments to the workplace to allow for equal participation by staff, volunteers, members and contractors.
3.4. VWDN will seriously consider request for flexible working arrangements for staff members who have children or people who rely on them for care (refer Flexible Working Arrangements Policy) as per the Family Responsibilities Guidelines (2008) under The Act. 
3.5. VWDN will consider working from home on specific occasions in order to meet individual needs related to disability, for example, fatigue.  
3.6. Complaints received will be treated seriously, sensitively and confidentially.  Complainants will be treated with sympathy and respect and an investigation will commence immediately.  
3.7. VWDN will be proactive in its approach to preventing breaches of this policy or equal employment opportunity principles (refer Procedures section).  
3.8. Definitions
3.8.1. Equal Employment Opportunity means dealing with people fairly and equitably basing employment related decisions on objective factors such as merit, competency and past performance.  These employment decisions include but are not limited to selection, training, succession planning, promotion and salary reviews.
3.8.2. Discrimination means treating someone unfairly or unfavourably because of a personal characteristic such as their disability or sex or race or age. (Refer to Equal Employment Opportunity sub-heading below for a full list of characteristics protected by law). Discrimination can also be setting a requirement that people with a particular characteristic cannot meet and which is not reasonable.
3.8.3. Harassment is unwanted behaviour and can take many forms.  It may involve inappropriate actions, behaviour, comments or physical contact that is objectionable or causes offence.
3.8.4. Sexual harassment is unwelcome conduct of a sexual nature that could make a person feel offended, humiliated or intimidated. Sexual harassment can be physical, verbal, visual or written.
3.8.5. Bullying is unreasonable and inappropriate behaviour that is intimidating, threatening and/or humiliating. It is behaviour that is repeated over time or occurs as part of a pattern of behaviour.
3.8.6. Victimisation is hassling someone because they have made an allegation or formal complaint of discrimination or sexual harassment.
3.8.7. Racial and religious vilification is behaviour that incites or encourages hatred, serious contempt, revulsion or severe ridicule against another person or group of people, because of their race or religion. 
3.9. Equal Employment Opportunity Legislation

Equal opportunity laws protect people from discrimination, sexual harassment and racial and religious vilification.

It is against the law to treat an employee or potential employee less favourably because of a personal characteristic that is protected under equal opportunity laws in Victoria.

Under the Equal Opportunity Act 1995 (Vic), it is against the law to discriminate against someone because of their actual or assumed:

· age 

· breastfeeding 

· carer status 

· disability/impairment 

· employment activity 

· gender identity 

· industrial activity 

· lawful sexual activity 

· marital status 

· parental status 

· physical features 

· political belief or activity 

· pregnancy 

· race 

· religious belief or activity 

· sex 

· sexual orientation 

personal association with someone who has, or is assumed to have, one of these personal characteristics.
It is also against the law to hassle or victimise someone because they have made an allegation or formal complaint of discrimination or sexual harassment.

It is also against the law to authorise or assist another person to discriminate or sexually harass someone. That means that a person must not ask, instruct or encourage anyone person to discriminate against or sexually harass another person.

Under the Racial and Religious Tolerance Act, racial and religious vilification is against the law. 

Discrimination and sexual harassment are against the law in:

· accommodation 

· clubs 

· education 

· employment 

· goods and services 

· selling and transferring land 

· sport 

3.10. Exemptions

Discriminatory conduct will not be unlawful if an exemption from or exemption to the Act applies.  The Victorian Civil and Administrative Tribunal may grant temporary exemptions from provisions in the Act if it believes that the exemption would further the goals of the Act.  VWDN has been granted and will seek to continue to maintain exemption under the Equal Opportunity Act (1995) (The Act) in order that it can choose to employ only women with disabilities.
4. Procedure
4.1. Preventative Action

VWDN adopts a preventative approach to breaches of this policy and the Equal Employment Opportunity legislation by:

· Arranging formal and informal training for staff and other stakeholders as appropriate on equal employment opportunity legislation;

· Having Equal Employment Opportunity has a standing item on the VWDN Staff Meeting Agenda;

· Ensuring all employees have equal access to training and development in accordance with identified training needs;

· Making reasonable workplace adjustments to accommodate all employees.  For example, modifying workstations and equipment, avoiding meetings being held in early or late hours which may impact on an employee’s caring responsibilities.

· Reviewing this policy at least annually; and

· Making all staff aware of this policy through the VWDN Staff Induction procedures

4.2. Complaints Process
It is expected that issues can be resolved by conciliation, using VWDN organisational procedures for receiving complaints and processes for prevention and settlement of grievances.
If a complaint cannot be resolved informally, or a formal complaint has been received, the Executive Officer will seek guidance from the Victorian Human Rights and Equal Opportunity Commission for advice and clarification as required.
In the event that a person, after consultation with the Executive Officer wishes to proceed with a complaint and requests an intervention, the Executive Officer is:

1. To inform in confidence, the person against whom the complaint was made, the nature of the complaint and what action (apology etc) has been requested by the person making the complaint (if known).

2. To investigate (bearing in mind the need to retain confidentiality) the issues surrounding the complaint

3. To offer and undertake conciliation
The objective of the conciliation is:

1. To ensure that there is no recurrence of the behaviour that gave rise to the complaint

2. To ensure that there is no reprisals for making a complaint

3. To redress any disadvantage the complainant has suffered as a result of making a complaint

Where there is a complaint concerning the Executive Officer, details must be forwarded to the Chair of the Board in writing.
4.3. Complaint resolution
4.3.1. Where a complaint has been conciliated to the satisfaction of all parties, the Executive Officer will seek to have the terms of the complaint documented and acknowledged by the complainant and respondent with both their signatures.  The document will be treated in strictest of confidence and will stored in a locked filing cabinet.  
4.3.2. This procedure does not preclude management from implementing disciplinary action if it is required.  
4.3.3. VWDN related policies and procedures will be reviewed following a complaint to ensure continuous improvement.
4.3.4. Where the complaint can not be resolved internally, the matter will be referred to an external organisation for mediation.  Refer to Prevention and Settlement of Grievances Policy.
5. Responsibilities
5.1. It is the responsibility of the Executive Officer to ensure that staff are aware of their obligations, responsibilities and rights in relation to Equal Employment Opportunity.
5.2. It is the responsibility of the Executive Officer that all decisions relating to recruitment, promotion, training and career development are based on merit.  That is without regard to any matters, other than the individual’s inherent ability to carry out the job.
5.3. It is the responsibility of all staff, volunteers, members and contractors to ensure that discrimination, harassment, bullying, victimisation or vilification does not occur and that appropriate action is taken if discriminatory behaviour does occur.  This means that colleagues and clients are treated with respect and professionalism at all times.  
5.4. Complaints will be handled by the Executive Officer in accordance with the procedures of this policy. 
6. Related Documents

· Equal Opportunity Act 1995 (Vic)
· Family Responsibilities Guidelines (2008) 

· Racial and Religious Tolerance Act  2001 (Vic)

· Feedback and Ideas Generation Policy
· Prevention and Settlement of Grievances Policy

· Flexible Working Arrangements Policy
· VWDN Clearinghouse Information Resources Accessibility Policy

· Victorian Charter of Human Rights and Responsibilities

· United Nations Convention on the Rights of Persons with Disabilities

· Racial Discrimination Act 1975 (Commonwealth)

· Disability Discrimination Act 1992 (Commonwealth)

· Sex Discrimination Act 1984 (Commonwealth)
· Convention on the Elimination of all Forms of Discrimination Against Women (CEDAW)
7. Dissemination
This document is kept in the Policy and Procedure Manual.  New employees, volunteers and contractors will be provided with this policy as part of their induction processes.
8. Authorisation
Signed by Keran Howe, Executive Officer

Date:
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