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Checklist: Drafting a Workplace Policy on Violence & Harassment 

1. Policy Commitment 
☐ Clear zero-tolerance statement on violence and harassment 
☐ Explicit commitment to dignity, equality, and safe working conditions 
☐ Statement that violence and harassment are serious misconduct 
☐ Applies regardless of worker’s status or seniority 

2. Scope of Application 
☐ Covers all workers (permanent, temporary, casual, trainees, apprentices) 
☐ Applies to public/private workplaces and all work-related settings 
☐ Includes: 

☐ Workplace premises 
☐ Work-related travel, training, and events 
☐ Employer-provided accommodation 
☐ Work-related communications (including digital/online) 

3. Definitions 
☐ Clear definition of violence and harassment 
☐ Clear definition of sexual harassment 
☐ Covers physical, verbal, visual, gestural, and psychological conduct 
☐ States that: 

☐ Conduct must be unwelcome 
☐ Intent is not required 
☐ Silence or apparent consent does not negate harassment 

4. Prevention Duties 
☐ Policy is publicised in languages understood by workers 
☐ Regular awareness and training for workers and supervisors 
☐ Managers/supervisors have an explicit duty to prevent and respond 
☐ Information on unacceptable behaviour and reporting is displayed 
☐ Encourages early reporting, including by third parties 

5. Reporting Mechanisms 
☐ Multiple, accessible reporting options provided 
☐ Reports may be made to: 
☐ Supervisor / designated officer 
☐ Human Resources 
☐ Trade union representative 
☐ Complaints may be made by: 
☐ Affected worker 
☐ Witness or third party 
☐ Confidential handling of all complaints guaranteed 
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6. Informal Resolution (Optional) 
☐ Informal steps allowed only with complainant’s consent 
☐ Informal process must result in immediate cessation of behaviour 
☐ Clear option to move directly to formal procedure at any time 

7. Formal Inquiry Procedure 
☐ Clear, written inquiry process described 
☐ Impartial panel or investigator appointed 
☐ Adequate female representation on panels 
☐ Both parties have the right to be heard 
☐ Confidentiality maintained throughout 
☐ Written records of proceedings kept 
☐ Complaints handled promptly 

8. Protection Against Retaliation 
☐ Express prohibition of retaliation or victimisation 
☐ Protection applies to: 

☐ Complainants  
☐ Witnesses 
☐ Persons assisting in complaints 
☐ Protection applies before, during, and after the process 

9. Outcomes, Sanctions & Remedies 
☐ Range of proportionate disciplinary actions listed 
☐ Victims protected from loss of: 

☐ Employment 
☐ Benefits or opportunities 
☐ Provision for: 
☐ Correction of adverse records 
☐ Counselling or support services 
☐ Safeguards against unfair prejudice where complaints are not proven 

10. Relationship to Legal Remedies 
☐ Policy states it does not limit legal rights 
☐ Workers may still access: 
☐ Police / criminal law  
☐ Labour tribunals or courts 
☐ Trade union or legal assistance 

11. Monitoring & Review 
☐ Policy subject to periodic review and updated to reflect legal and institutional changes 


