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REPORTING POLICY

1. PURPOSE

The purpose of this document is to communicate Everybody NOW!"’s reporting procedures
as they relate to the Policies list at item 10.

2, INTRODUCTION

Everybody NOW!"’s reporting procedures prioritizes compliance, legal obligations, good
governance and open lines of communication throughout the organisation.

3. POLICY
To follow the procedures set out in this policy.

4. SCOPE
This policy applies to:

o All staff, including: Artistic Directors, Executive Director; Managers and
Supervisors; full-time, part-time or casual, temporary or permanent staff; job
candidates; student placements, apprentices, contractors, sub-contractors and
volunteers.

e Board of Directors

5. RESPONSIBILITIES

All management and staff carrying out a Reporting Procedure will follow these guiding
principals

Fairness - Both the person complaining and the person responding will have the opportunity
to present their version of events, provide supporting information and respond to any
negative decisions.

Confidentiality — All information about the complaint is only provided to those people that
need to know about it, in order for the complaint to be actioned properly in accordance with
this policy.

Transparency — The complaint process and possible outcomes should be clearly explained
and all those involved should be kept informed of the progress of the complaint and the
reasons for any decisions.
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Accessibility — The complaint process should be easy to access and understand and
everyone should be able participate equally. Support will be provided to increase accessibly
and equality in this process when required.

Efficiency - The complaint process should be conducted without undue delay.

6. PROCEDURES

Informal Intervention

The informal complaint process should adopt a confidential, non-confrontational approach
with an emphasises on resolving the complaint outside of any formal investigation.

In some case, despite the employee preferring to use an informal complaint process, the
Company might decide that a complaint is serious enough to warrant formal investigation
and will inform the complaint of that intention.

Processes for informal reporting may include:

¢ The individual who has been subjected to discrimination, bullying or harassment
may wish to speak to the alleged perpetrator/s directly but may seek advice from
their manager or another staff member on possible strategies;

e The individual may ask their manager or another staff member to speak to the
alleged perpetrator/s on their behalf — this person would then privately convey
the individuals concerns and reiterate the Company policy to the alleged
perpetrator without assessing the merits of the case;

e A supervisor or manager may observe unacceptable conduct occurring and take
independent action even though no complaint has been made.

Informal Intervention will be complete when:
e The alleged respondent respects the individual’s request to cease unwanted
and/ or unwelcome behaviour; or
e The respondent admits the behaviour and the complaint can be resolved through
conciliation or counselling; or
¢ The complainant accepts that the behaviour does not warrant complaint as per
the definitions prescribed by law and as outlined in the company’s policies.

If neither of these outcomes occurs, the organisation’s formal procedure should be followed.

Formal Complaints Procedure

If an informal approach to resolution is not appropriate, or has not provided a satisfactory
resolution, a formal complaints process may be enacted.

This process operates under the principles that all complaints will be listened to and taken
seriously, all steps of the process will be documented, alleged perpetrators have an
opportunity to be advised of the complaint and to respond, complaints will be dealt with in a
timely manner, and outcomes will be appropriate to the seriousness of any substantiated
complaints.
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Formal investigations may be conducted internally (by the Executive Director) or by an
external investigator if it is considered necessary to do so.

An investigation involves collecting information about the complaint and then making a
finding based on the available information as to whether or not the alleged behaviour
occurred. Once a finding is made, the investigator will make recommendations about
resolving the complaint.

STEP ONE

Complainant reports verbally (in a confidential environment) or in writing (via email) and
states that this is a formal complaint. If the complainant has attempted to resolve the issue
informally, they should include details of what has happened. The person receiving the
complaint will listen to and document the complaint. The formal reporting process will be
explained to the complainant and they will be asked what they would like to occur/what
outcome they are ideally seeking to help inform the next step.

STEP TWO

The Executive Director and any other senior staff or board member involved in reporting will
meet with the complainant in a safe, confidential setting to talk in more detail about the
complaint. The complainant may bring a colleague or friend with them to this meeting. This
should occur within a week of the complainant making a formal complaint.

STEP THREE

The Executive Director and any other senior staff or board member involved in reporting will
convey the allegations in a safe, confidential setting to the alleged perpetrator, and provide
full advice of the complaint in writing. The alleged perpetrator will have an opportunity to
respond to the complaint and may bring a support person to the meeting. This should occur
within a week of the meeting at Step Two.

STEP FOUR

The Executive Director and any other senior staff or board member involved in reporting will
consider all the information and discuss the outcomes of these meetings. In cases of an
alleged gross breach of this policy, the alleged perpetrator may be stood down without loss
of pay, or other measures may be put in place to ensure the continued safety of all staff and
the continuation of normal business as much as possible. The Executive Director will
determine if these measures are required at this time in the process.

The complaint will be investigated and this might include talking with witnesses on both
sides, further meetings with the complainant or the alleged perpetrator and discussions with
relevant staff or people involved in the incident.

STEP FIVE
The Executive Director and any other senior staff or board member involved in reporting will

make a finding, based on the balance of probabilities, as to whether the complaint has been
substantiated. It may not always be possible to substantiate a complaint.
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Appropriate outcomes and actions which may include any combination of the following:

Counselling, coaching or mentoring.

Formal written warning.

Termination of employment (including without notice or pay in lieu of notice)
The Company facilitating a meeting between the complainant and the alleged
perpetrator to attempt to resolve the matter by direct discussion.

¢ Mediation where the parties to the complaint agree to a mutually acceptable
resolution.

e A change in working arrangements.
¢ Formal apology and/or an undertaking that the behaviour will cease.

Which outcome is most appropriate in a particular case may depend upon factors such as:

» the severity and frequency of the inappropriate conduct

+ the weight of the evidence against the alleged perpetrator

+ the wishes of the complainant (however this will not be determinative of the matter)

+ if the alleged perpetrator has been given any prior warnings for the same or similar
behaviour or conduct

» training provided to the alleged perpetrator in relation to matters the subject of the
complaint

On completion of the investigation, all parties will be informed about the investigation
findings and the outcome of the investigation.

STEP SIX

Following an investigation concerning a complaint (irrespective of the findings), the Manager
concerned will:
e consult with the parties involved to monitor the situation and their wellbeing; and
¢ educate and remind all employees and volunteers of their obligations and
responsibilities in relation to providing a safe and respectful workplace free from
discrimination and harassment of any form.

Procedures for Dealing with Criminal Conduct

Some forms of bullying (e.g physical attack), cybercrime, and sexual harassment (e.g.
sexual assault, stalking, indecent exposure, physical molestation, obscene phone calls) may
constitute criminal conduct.

While Everybody NOW! is committed to treat most complaints at an organisational level as
far as possible, and where there is no risk to safety or harm to those involved; complaints
that may constitute criminal conduct are not suited to internal resolution. Such complaints
should be treated by the criminal justice system. Employees or volunteers should be
advised of the option of police support or intervention. It is not the obligation or duty of the
organisation to report such matters to the police on behalf of the complainant.
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A worker should not in any way be discouraged from making a complaint to the police, as
concealing a serious indictable offence can be a criminal offence. If a worker wishes to
report a matter to the police, the worker should be provided with appropriate support to do
SO.

Some complaints of anti-discrimination may also warrant criminal investigation and it is up to
the complainant to pursue the matter externally with the Fair Work Commission, Australian
Human Rights Commission, or a state or territory anti-discrimination body if appropriate.

Regardless of whether any criminal investigation takes place, where Everybody NOW! is
made aware of unacceptable workplace conduct, an internal investigation will be conducted
either formally or informally as per the guidelines above.

Everybody NOW! follows the mandatory reporting requirements related to child safety as
outlined in the Child Safety Policy.

Reporting to the Board

The Executive Director will report any formal complaints to the Board as part of regular
reporting at Board Meetings. Any serious complaints or gross breach of company policies
including those which might include the involvement of police, or the stand-down of staff, will
be reported to the Chair of the Board immediately.

Should a complaint be about a member of the Board, the Executive Director or Artistic
Directors the complaint should be directed to the Chair of the Board, except in the case of a
complaint against the Chair of the Board which would be taken to the Deputy Chair or other
board member.

Public Comment
Only the Executive Director or Chair of the Board are authorised to make public comment if

required on any issues concerning allegations of Discrimination, Sexual Harassment or
Bullying. The Chair will be consulted before any public comment is made.

7. RELATED DOCUMENTS

¢ Anti-discrimination Policy

e Sexual Harassment and Bullying Policy

e Privacy Policy (in development)

e Working with Children (in development)

o Workplace Health and Safety (in development)

e Code of Conduct (in development)
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8. LEGAL FRAMEWORK

This Policy relates to specific laws concerning discrimination, harassment, sexual
harassment and bullying.

Fair Work Act 2009 (Cth)

Sex Discrimination Act 1984 (Cth)

Racial Discrimination Act 1975 (Cth)

Disability Discrimination Act 1992 (Cth)

Age Discrimination Act 2004 (Cth)

Australian Human Rights Commission Act 1986 (Cth)
Work Health and Safety Act 2011 (QLD)
Anti-Discrimination Act 1991 (QLD)

9. CREDITS

This policy has been developed with reference to documents from, or the work of, the
following organisations;
La Boite Theatre

Media Entertainment and Arts Alliance Carclew Arts
Live Performance Australia Our Community Policy Bank
Disclaimer

This policy does not represent legal advice. If you have any queries about your obligations, you should seek your
own independent legal advice.
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