
Introduction 
Staff at UniSA have the right to be treated with dignity and respect and to work in a safe and 
harassment free environment. 

 
This resource has been developed by the People, Talent and Culture team to assist staff and 
managers to recognise and manage bullying in the workplace. 

 
 
 

University policies, procedures, and forms 
The following policies and procedures are important tools in dealing with bullying behaviour: 

 
• Staff Code of Conduct 

 
• Equal opportunity policy 

 
• Sexual harassment policy 

 
• Health safety and injury management policy 

 
• Discrimination and harassment grievance procedures (staff) 

 
• By-law 7, Disorderly or Offensive Behaviour 

 
• Incident or Hazard report (password protected) 

 
 

Workplace bullying is recognised as a workplace hazard and so must be prevented and 

managed in accordance with the duty of care obligations under the work health and safety 

laws and the Fair Work Act 2009. Aspects are also covered under State and Federal anti- 

discrimination legislation. 
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https://i.unisa.edu.au/policies-and-procedures/codes/staff-code-of-conduct/
https://i.unisa.edu.au/policies-and-procedures/university-policies/corporate/c-2/
https://i.unisa.edu.au/policies-and-procedures/university-policies/corporate/c-12/
https://i.unisa.edu.au/policies-and-procedures/university-policies/corporate/c-6/
https://i.unisa.edu.au/policies-and-procedures/codes/miscellaneous/discrimination-staff/
https://i.unisa.edu.au/policies-and-procedures/act-statutes-and-by-laws/by-laws/#p7
https://i.unisa.edu.au/staff/ptc/safety-and-wellbeing/
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https://i.unisa.edu.au/policies-and-procedures/university-policies/corporate/c-22/
https://i.unisa.edu.au/policies-and-procedures/university-policies/corporate/c-22/
https://i.unisa.edu.au/policies-and-procedures/university-policies/corporate/c-1/
https://i.unisa.edu.au/policies-and-procedures/university-policies/corporate/c-1/
https://i.unisa.edu.au/policies-and-procedures/university-policies/corporate/c-1/
https://i.unisa.edu.au/siteassets/human-resources/ptc/files/guidelines/staff-training/good_practice_guide_to_providing_quality_feedback.pdf
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What can you do about it? 
It can be hard when you are feeling stressed or upset to be objective about what is 
happening. It is important to get sensible advice and help and to find out if what you are 
experiencing is workplace bullying. 

 
If you think you are being bullied... 

• complete the self-audit checklist (copy at the end of this resource) and read Safe Work 
Australia's Dealing with workplace bullying - a workers guide to help you define your 
concerns and determine if you may be being bullied 

• keep an accurate, confidential record of times, dates and places when you experience 
the behaviours and names of witnesses, if any 

• if you feel safe and comfortable to do so - calmly approach the person and explain 
that you object to the behaviour and clearly identify what it is they are doing and ask 
for it to stop 

• tell your manager about your concerns as soon as possible or if it relates to your direct 
supervisor speak with their manager 

• seek advice from People, Talent and Culture 
• contact the staff Employee Assistance Program (EAP) 
• consider submitting an online Incident or Hazard report (password protected). 

 

If a colleague or staff member tells you they are being bullied... 
• reassure the person that UniSA takes bullying and harassment seriously 

• ask the person what they want to do about the situation 

• seek advice from People, Talent and Culture 
• speak with a contact from the Employee Assistance Program Manager Assist Program 

• refer the person to People, Talent and Culture (and the EAP). 
 

If you observe bullying... 
• if you feel comfortable and safe to do so - approach the person(s) and tell them that 

you believe their behaviour is inappropriate, describe what you witnessed and request 
that it stop 

• keep a confidential, accurate record of what you observed 

• recommend that the person being bullied speak to their manager or to People, Talent 
and Culture (and the EAP) 

• if you are the manager of either or both parties, then seek advice from People, Talent 
and Culture and implement a process to prevent the behaviours continuing. 

 

If you are accused of bullying... 
• try to keep composed and listen carefully to what is being said 
• complete the self-audit checklist (found at the end of this resource) and read Safe 

Work Australia's Dealing with workplace bullying - a workers guide (particularly the 
section on 'what to do if you are accused of workplace bullying) 

• speak with your manager or someone you trust 
• contact the staff Employee Assistance Program (EAP) 
• seek advice from People, Talent and Culture 
• be aware that a formal investigation may take place. 
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https://www.safeworkaustralia.gov.au/doc/dealing-workplace-bullying-workers-guide
https://i.unisa.edu.au/staff/ptc/contacts-and-feedback/
https://i.unisa.edu.au/staff/ptc/safety-and-wellbeing/wellbeing/employee-assistance-program/
https://safety.unisa.edu.au/unisa/#/main
https://i.unisa.edu.au/staff/ptc/contacts-and-feedback/
https://i.unisa.edu.au/staff/ptc/safety-and-wellbeing/wellbeing/employee-assistance-program/faq/content/manager-assist-program/
https://www.safeworkaustralia.gov.au/doc/dealing-workplace-bullying-workers-guide
https://i.unisa.edu.au/staff/ptc/safety-and-wellbeing/wellbeing/employee-assistance-program/
https://i.unisa.edu.au/staff/ptc/contacts-and-feedback/


Contacts 
 

People, Talent and Culture 
 

→ phone: 8302 1700 
 

→ website: https://i.unisa.edu.au/staff/ptc/contacts-and-feedback/ 
 
 
 
 

Employee Assistance Program (EAP) counselling service 
 

→ phone: 1300 277 924 
 

→ website: https://i.unisa.edu.a u/ staff/ptc/safety-and-wellbeing/wellbeing/employee- 
 

assista nce-progra m/ 
 

→ manager assist: https://i.unisa.edu.au/staff/ptc/safety-and- 

wellbeing/wellbeing/employee-assistance-progra m/faq/content/manager-assist- 

program/ 

Wellbeing Gateway – 24/7 sms chat for professional support 

 
 
 

External Agencies 
 

→ website:  https://i.unisa.edu.au/policies-and-procedures/external-agencies/ 
 

→ Safe Work Australia: https://www.safeworkaustralia.gov.au/safety- 
 

topic/hazards/bullying 
 

→ Fair Work Commission - anti-bullying: www.fwc.gov.au/disputes-at-work/anti-bullying 
 
 
 
 
 
 
 
 
 

Some material in this resource is reproduced with the kind permission from 
• Curtin University of Technology: Bullying guides (password protected) 
• University of Melbourne: Bullying toolkit (password protected) 
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https://i.unisa.edu.au/staff/ptc/contacts-and-feedback/
https://i.unisa.edu.au/staff/ptc/safety-and-wellbeing/wellbeing/employee-assistance-program/
https://i.unisa.edu.au/staff/ptc/safety-and-wellbeing/wellbeing/employee-assistance-program/
https://i.unisa.edu.au/staff/ptc/safety-and-wellbeing/wellbeing/employee-assistance-program/faq/content/manager-assist-program/
https://i.unisa.edu.au/staff/ptc/safety-and-wellbeing/wellbeing/employee-assistance-program/faq/content/manager-assist-program/
https://i.unisa.edu.au/staff/ptc/safety-and-wellbeing/wellbeing/employee-assistance-program/faq/content/manager-assist-program/
https://wellbeinghub.unisa.edu.au/
https://i.unisa.edu.au/policies-and-procedures/external-agencies/
https://www.safeworkaustralia.gov.au/safety-topic/hazards/bullying
https://www.safeworkaustralia.gov.au/safety-topic/hazards/bullying
https://www.fwc.gov.au/disputes-at-work/anti-bullying
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IV) 
University of 

South Australia 

Self-audit checklist: for the 
complainant of workplace bullying 

 
Experiences of bullying can be difficult to define and evidence may differ between people and 
work situations and can evoke a range of emotional responses. Not everything that makes 
someone feel upset or offended at work is workplace bullying. It can be hard when you are 
feeling stressed or upset to be objective about what is happening - it is important to get 
advice and help. 

This checklist has been developed to assist you to reflect on your situation. It may help you 
to define the problem, consider options for help, identify relevant university policies and 
possible actions, and determine if your experience may be workplace bullying. Be aware that 
using this checklist and ticking all or most of the boxes is not 'proof' that you are being 
bullied, nor is it recorded or reviewed by any other person unless you choose to share it. 

 
In considering options to resolve your situation you could reflect on the following: 

 Have I read the UniSA Recognising and managing workplace bullying resource and Safe 
Work Australia's Dealing with workplace bullying - a workers guide as a basis for defining 
bullying and understanding University policy and procedures? 

 Having read these resources - do I think the behaviour I am concerned about fits the 
definition of 'workplace bullying' as repeated and unreasonable behaviour that creates a 
risk to health and safety? 

 Would a 'neutral' person consider the behaviour to be offensive, humiliating, intimidating 
or threatening? 

 Has the behaviour I am concerned about been repeated or was it a single instance? 

 Could the behaviour I am concerned about be part of the normal disciplinary or 
performance feedback procedure at work? 

 If I do not believe my experience can be defined as 'bullying', could the behaviour be seen 
as workplace conflict or a form of harassment? If so, have I explored the options available 
to resolve these issues? 

 Can I resolve the situation or stop the behaviour by talking to the person directly? 

 Have I informed the other person that the behaviour is unacceptable in terms of the 
University's policies and procedures and ask that it stop? 

 If I am unable to discuss the matter directly with the person, could I discuss the matter 
with his or her supervisor /manager? 

 Have I kept a diary about the behaviour including times, places, names of witnesses? 

 What are the possible consequences of making a complaint? 

 What do I want to achieve from making a complaint? 

 How do I cope with the behaviour if I decide not to make a complaint? 

 Have I discussed the situation and options with someone I trust? This may include People, 
Talent and Culture. 

 Do I need to seek support through the Employee Assistance Program? 

 Should I consider submitting an online Incident or Hazard report (password protected) to 
report the situation? 

 
Self audit checklist - complainant 

https://i.unisa.edu.au/siteassets/human-resources/ptc/files/guidelines/staff-training/recognising_managing_workplace_bullying.pdf
https://www.safeworkaustralia.gov.au/doc/dealing-workplace-bullying-workers-guide
https://i.unisa.edu.au/staff/ptc/safety-and-wellbeing/wellbeing/employee-assistance-program/
https://my.unisa.edu.au/Staff/OHS/


IV) 
University of 

South Australia 

Self-audit checklist: for the person 
accused of workplace bullying 

 
Experiences of bullying can be difficult to define and evidence may differ between people and 
work situations and can evoke a range of emotional responses. For a person accused of 
bullying this can come as quite a shock and be distressing. It is important to keep calm, to 
listen to what is being said, and to be prepared to change your behaviour. 

 
This checklist may assist you to reflect on your situation, consider if any of your behaviours 
may be perceived as bullying and determine any changes you could make to your 
behaviour(s). It could also assist you to identify relevant university policies, options for 
resolution and resources available to you. It is not recorded or reviewed by any other person 
unless you choose to disclose it. 

 
In considering options to resolve your current situation you could consider or discuss the 
following: 

 Have I read the UniSA Recognising and managing workplace bullying and Safe Work 
Australia's Dealing with workplace bullying - a workers guide as a basis for defining 
bullying and understanding University policy and procedures? 

 Having read the resources, could any aspect of my behaviour be perceived as fitting the 
definition of bullying as repeated and unreasonable behaviour that creates a risk to 
health and safety? 

 Could a 'neutral' person consider any aspect of my behaviour to be offensive, humiliating, 
intimidating or threatening? 

 Is it possible that the tone or volume of my voice or my body Language could be 
perceived as offensive, humiliating or threatening? 

 Could someone else perceive my communication or management style as offensive, 
humiliating, intimidating or threatening? 

 When I feel angry, stressed, or anxious could my feelings be exhibited in a way that others 
may find offensive, humiliating, intimidating or threatening? 

 Could someone else perceive the way in which I provide feedback on people's work or 
monitor their performance as overly critical or excessive? 

 Could targets or deadlines I have set be perceived as deliberately impossible to achieve? 

 Have I excluded a particular person from essential information or meetings? 

 Is it possible that I have repeated my alleged behaviour towards the person? 

 was the behaviour that has been perceived as bullying part of the normal disciplinary or 
performance feedback procedure? 

 Have I been accused of bullying in the past? 

 Could I resolve the situation by talking to the person directly and is this appropriate? 

 Have I discussed the situation and options in a confidential manner with someone I trust? 
This may include People, Talent and Culture. 

 Do I need to seek support through the Employee Assistance Program? 
 
 

Self audit checklist - person accused of bullying 

https://i.unisa.edu.au/siteassets/human-resources/ptc/files/guidelines/staff-training/recognising_managing_workplace_bullying.pdf
https://www.safeworkaustralia.gov.au/doc/dealing-workplace-bullying-workers-guide
https://i.unisa.edu.au/staff/ptc/safety-and-wellbeing/wellbeing/employee-assistance-program/
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