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STAFF ANTI -D ISCRIMINATION,  SEXUAL 
HARASSMENT AND BULLYING 
PROCEDURES 

Responsibilities 
1.1 Each person working at Villanova College has responsibility for: 

a) Becoming conversant with this policy, the reporting procedure and the identity and the 
role of the Harassment Referral Officer (HRO); 

b) Promoting equality and a working environment free from any form of harassment, ie 
monitoring their own behaviour to ensure that it is acceptable, and taking appropriate 
action if it becomes apparent that harassment is occurring in the work environment, even 
if a complaint has not been made; and 

c) Encouraging a person who is subjected to harassment to approach the HRO. 

1.2 Villanova College Council has responsibility for: 

d) Ensuring resources are available for the development, implementation, monitoring and 
review of this policy. 

e) Receiving reports, from the Principal about: 

• Notification of the need to further investigate a complaint; 

• Findings and action of an investigation; and 

• Review of the process, following the lodging of a request for a review. 

f) Discretionary intervention at any stage, in accordance with the Guiding Principles of this 
Policy. 

1.3 The College Principal has responsibility for: 

g) Promoting an atmosphere of safety, based on mutual respect and dignity; 

h) Providing copies of the Anti-Discrimination, Sexual Harassment and Bullying Policy to all 
staff associated with Villanova College; 

i) Appointing the Harassment Referral Officer (HRO); 

j) Ensuring that HRO participate in training in order to understand relevant issues and 
develop the required skills; 

k) Ensuring training is available for each person working at Villanova College, including the 
Harassment Referral Officer, so that skills are developed, and this policy and its 
procedures are understood and staff are aware of the role of the HRO; 

l) Instituting a range of appropriate consequences/disciplinary measures where breaches 
are proved; 

m) Receiving all internal formal complaints and performing the relevant tasks in accordance 
with the procedures outlined in this document; 
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n) Receiving and monitoring quarterly statistical information from the HRO regarding 
complaints made under this policy, and taking appropriate action when required; 

o) Ensuring that a report is made to the College Council annually about compliance with this 
policy. 

1.4 Harassment Referral Officers (HRO’s) 

HRO’s will be appointed to be the first point of contact for complaints made by any person working at 
Villanova College. Where possible, one male and one female HRO will be appointed, being selected after 
calling for expressions of interest from existing staff. A HRO is responsible for: 

a) being identifiable, visible and accessible as an HRO, to all persons working at Villanova College; 

b) providing information to each person working at Villanova College about the policy and the 
HRO role and responsibilities, eg through the display and distribution of brochures and 
information; 

c) being the first point of contact for any person working at the College, who has a complaint or 
enquiry; 

d) providing information on options/remedies available to resolve the complaint; 

e) identifying the outcome the complainant seeks; 

f) providing ongoing support and policy and procedural advice to the complainant as appropriate; 

g) maintaining a confidential Workplace Harassment Register; and 

h) providing non-identifiable statistical information regarding complaints (number of complaints 
reported, state of resolution, path taken to resolution) at quarterly intervals to the College 
Principal. 

The HRO does not have an active role to play in any investigative process. The HRO may accompany 
complainants to interviews as desired, but only in an observer/support role. 

1.5 Support Persons 

Any person (eg complainant, person whom the complaint is made against, or witness) can select a 
Support Person for the duration of the complaint process. The Support Person can be selected from 
within the workplace or outside the workplace. 

A Support Person is responsible for providing ongoing support to the person involved in a complaint. 
This may include being present at interviews in an observer/support role, or other forms of support that 
the person requests. 

1.6 The Investigating Officer 

The Investigating Officer is appointed by the Principal. The Investigating Officer is responsible for: 

a) Understanding and becoming familiar with this Policy, its procedures and its interview 
and record keeping protocols; and 

b) Conducting an investigation of a complaint in accordance with the procedures outlined 
in this document. 

1.7 The Review Officer 

The Review Officer is appointed by the Principal. The Review Officer is responsible for: 
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a) Understanding and becoming familiar with this Policy, its procedures and its associated 
documentation; and 

b) Conducting a review of the procedure that was used to investigate a complaint in 
accordance with the procedures outlined in this document. 

Initiating a Complaint 
Each person working at Villanova College who believes he/she has a bonafide complaint (ie the 
complainant) is encouraged to promptly, or at the earliest convenient time, consult with the Harassment 
Referral Officer. The HRO will provide information about the series of OPTIONS available to handle the 
complaint. 

Complaint Options 
There are four options available to handle a complaint. Options (b), (c) and (d) all can be utilised for the 
same complaint though only one option can be taken at a time. 

a) The complainant may decide to take no action. 

b) Internal Informal Option 

The complainant may choose an internal informal option, eg speaking in a meeting to the person against 
whom the complaint has been made. The HRO will be able to explain the possible internal informal 
options. 

An informal meeting of this kind will be conducted in accordance with the Restorative Practices in 
operation at Villanova College. 

At the end of such a meeting, the HRO will record the complaint in the Workplace Harassment Register 
for the purpose of reporting non-identifiable quarterly statistical information to the Principal about 
complaints made. 

Complainants should note however, in the event that serious allegations are raised which call into 
question the safety or well-being of other persons working at Villanova College, the Principal may decide 
that the matter will be investigated notwithstanding a complainant’s request not to do so. 

c) Internal Formal Option 

The complainant may choose to make an internal formal complaint in writing. The HRO can assist the 
complainant in making this internal formal complaint. 

The HRO will record the internal formal complaint in the Workplace Harassment Register. 

d) External Formal Option 

Whilst it is preferable to resolve complaints internally, the complainant may decide to pursue external 
legal remedies. The complainant may wish to seek the advice and/or assistance of such bodies as the 
Anti-Discrimination Commission, Queensland. The complainant has the right to do this at any stage of 
the process. 

Internal Formal Option – Complaints Procedure 
1. Lodging a formal complaint 

The complainant will lodge their complaint in writing with the Principal. 
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The complainant may consult the HRO or other support person/s concerning the complaint. 

Should the complaint be against the Principal of Villanova College, the complaint, in writing, will be 
referred to the Chair, Villanova College Council, who shall deal with the complaint in accordance with 
this procedure. 

2. Implementing the Guiding Principles 

The Villanova College Sexual Harassment and Bullying Policy highlights the Guiding Principles that 
underpin this policy and procedures. 

In practice, all stages of this complaint process should be handled promptly and with confidentiality, in 
order to respect the principles of natural justice for all parties. 

To uphold confidentiality, details about the complaint will be shared only ‘on a need to know basis’ and 
as necessary to comply with the requirements of this process or as required by law. Only the respondent 
and those persons with specific delegated responsibility, as outlined in this document, will have access 
to the details of the complaint. 

3. Investigation 

a) When receiving a formal complaint, the Principal may interview the person making the 
complaint. On receipt of the complaint in writing, the Principal shall commence the process of 
investigation. 

b) The Principal shall select and involve a designated senior colleague in his/her decisions in 
conducting this investigation. The Principal may at his/her own discretion, confidentially inform 
relevant management staff of the existence of a formal complaint so that the workplace 
principles of safety and mutual respect can be provided to all involved. 

c) The Principal and the designated senior colleague will consider the complaint and the further 
steps to be taken in the internal investigation. 

d) The Principal shall inform the respondent of the existence and particulars of the complaint and 
shall obtain their response. 

e) The Principal may consult other person/s who may have information relevant to the complaint. 
Such persons shall be required to complete and sign a Witness Statement. 

f) The complainant and the respondent have the right to provide further information to the 
Principal at any stage. 

g) Should the Principal decide that no further investigating steps need occur for the complaint to 
be satisfactorily dealt with, he/she shall proceed to step l) of this process. 

 

h) The Principal with the assistance of the designated senior colleague(s), may decide to further 
the investigation by appointing an Investigating Officer. 

i) On deciding that the complaint should be further investigated, the Principal shall: 

i. Notify the Chair of the College Council, of the decision; 

ii. Engage a person suitably qualified (who has a working knowledge of the 
requirements of procedural fairness) to be the Investigating Officer who will conduct 
the investigation; 
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iii. Provide a letter of delegation to the Investigating Officer setting out the 
requirements of the investigation. This letter will outline the timeline, the support 
people available, interview and record keeping protocols, and the format of the 
report; 

iv. Inform the complainant, and the respondent that a further investigation will be 
undertaken and the name of the person who will undertake the investigation; and 

v. Provide a copy of the formal complaint to the respondent. 

j) The Investigating Officer must undertake the following steps: 

i. Draw up a timetable for further investigation and discuss with the Principal the 
general arrangements for the formal investigation. 

ii. Commence interviews as soon as reasonable after the announcement of the further 
investigation. 

iii. Interview all relevant persons. The complainant must be the first person interviewed. 
Those persons working immediately with the person subject to the review should be 
interviewed. Persons interviewed should be advised that they may have an 
observer/support person with them at the interview. 

iv. Conduct each interview separately, and at the conclusion of each interview ask the 
witness, after sighting a record of the interview to sign a statement indicating that the 
document is a true and accurate record of the interview which took place. Where a 
witness makes a written statement, the witness will be required to sign their 
statement, and should be given a copy. 

v. Accept signed written statements from other persons not interviewed. These 
statements should be retained. 

vi. Report to the Principal who requested the further investigation. This report must 
detail the findings, supporting evidence and recommendations, and include copies of 
all Witness Statements. Other data shall be provided at the discretion of the 
Investigation Officer and/or at the request of the Principal. 

k) The Principal, with the assistance of the designated senior colleague, shall consider the 
Investigating Officer’s report and decide whether the report finding, in whole or in part, upholds 
the complaint. The Report may be noted only, accepted in whole or in part, rejected in whole or 
in part, and filed for action / no action. The Principal will also determine whether disciplinary 
action should be initiated. Such disciplinary action (if initiated) should proceed in accord with 
normal disciplinary procedures. 

l) The Principal will finalise the complaint process by: 

i. Informing, in writing, the complainant and the respondent of the decision; 

ii. Providing the Chair of the College Council with a report of the process and the 
decision made as a result of investigating the complaint; and 

iii. Putting in place a monitoring strategy if required. 

Review of Process 
A complainant, or the respondent, is entitled to request a review of the process. 
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A review of process is not a review of outcomes of the process. A review of process is an independent 
evaluation of whether the procedures set out in this policy have been properly observed, and the 
Guiding Principles have been adhered to. These are the steps of the process: 

a) A request for the review of the process is to be in writing and is to be addressed to the Principal 
within one calendar month of the completion of the investigation process. 

b) The Principal, in consultation with the designated senior colleague, shall appoint a suitably 
qualified independent person, the Reviewer, who shall conduct the review. 

c) The Principal shall inform the complainant and the respondent that a review has been requested 
and approved. 

d) The Reviewer shall determine the procedures for the conduct of the review, and 

• Determine a time line for the review in consultation with the Principal; 

• Have access to all relevant documentation; 

• Have authority to interview any of the involved persons; and 

• Provide a written report with recommendations to the Principal at the end of the 
review. 

e) The Principal shall provide a copy of the report and what actions may be undertaken, to the 
Chair of the College Council and any other party, using existing accountability channels. 

f) The Principal shall, in writing, inform the person requesting the review that the matter has been 
concluded and what, if any, actions will be undertaken. 

 

Compliance Checklist: 

Appointment of Harassment Referral Officer (HRO) Yes/No 

Training provided annually for HRO Yes/No 

Maintenance of a confidential Workplace Harassment Register by the HRO Yes/No 

HRO reports quarterly to the Principal non-identifiable statistical information about 
complaints made under the policy 

Yes/No 

Training provided to staff annually to ensure they are conversant with the policy and 
procedures and the role of the HRO 

Yes/No 

Principal report annually to the College Council about non-identifiable statistical 
information about complaints made and compliance with the policy 

Yes/No 

Notifying the Chair of the College Council of the decision to formally investigate a 
complaint 

Yes/No 

Providing the Chair of the College Council with a report of the process of 
investigation of a formal internal complaint and the decision made as a result of 
investigating the complaint 

Yes/No 
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