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ABSTRACT 
This Occupational Health and Safety (OHS) Manual 

establishes the framework for implementing, 

maintaining, and continually improving the 

organisation’s Health and Safety Management 

System in accordance with the requirements of ISO 

45001: 2018.  
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• Assisting workers with informal or formal notifications and resolutions of workplace sexual 

and gender-based harassment matters.  

• Informing and consulting with (Insert responsible person or position name) regarding any 

reported workplace sexual and gender-based harassment matters or concerns as necessary.  

• Be familiar with relevant investigation procedures, remain impartial, treat all cases fairly, 

manage each case in a confidential and timely manner.  

• Respond to all reported cases. Ensure prompt referral to support/mediation.  

• Oversee controls and follow-up as required, maintain records relating to harassment. 

Manager(s)/Supervisor(s) are responsible for: 

• Identifying any inappropriate behaviour in the workplace that may lead to workplace sexual 

and gender-based harassment.  

• Ensuring workers understand appropriate and inappropriate workplace behaviour with 

respect to sexual and gender-based harassment.  

• Assisting workers with informal notifications and resolutions of workplace sexual and gender-

based harassment matters or concerns as required.  

• Informing and consulting with (insert responsible persons' name) regarding any reported 

workplace sexual and gender-based harassment matters or concerns as necessary.  

• Maintaining records required by legislation relating to workplace sexual and gender-based 

harassment.  

All workers are responsible for the following: 

• Ensure their behaviour in the workplace is always appropriate.  

• Not act in a manner that could be considered or interpreted as being sexual and gender-

based harassment against others.  

• Follow reasonable directions regarding workplace sexual and gender-based harassment 

while working at {company_name}.  

• Cooperate with investigations and follow-ups regarding sexual and gender-based 

harassment issues or complaints as required.  

• Report sexual and gender-based harassment to a supervisor and complete the PH Incident 

Report Form.  

• Document everything, including when it occurred, the names of any people who saw what 

happened, what you've done to try to stop it.  

• Save any evidence. e.g. keep text messages on social media. 

This policy is implemented through our comprehensive Sexual Harassment & Gender-Based 

Harassment Prevention Plan. This plan provides a structured risk management approach, including 

risk identification, control measures, ongoing monitoring. 

 

Reference Title 

Document #:  Sexual Harassment & Gender-Based Harassment Prevention Plan 

Document #:  PH Incident Report Form 
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7.2.5 Workplace Violence Prevention 

OBJECTIVE 

This policy aims to assist in reducing the threat and managing any incident relating to harm caused 

by violent and aggressive behaviour while at work.  

SCOPE 

This procedure covers all workers, independent contractors, work experience students, trainees, 

apprentices, volunteers.  

POLICY 

{company_name} recognises that harm, both physical and emotional, may not always be the result 

of work practices. Health and safety hazards can also arise from the threat or actual incidence of 

violence and include any act in which a person is abused, threatened, intimidated or assaulted at 

work.  

When there is the potential for workers to experience workplace violence, {company_name} is 

committed to reducing the threat and managing any incident in the workplace.  

This will be achieved by: 

• assessing the risk of potential workplace violence, 

• developing procedures to aid in the identification, management and reporting of workplace 

violence, 

• reporting all incidents of workplace violence (actual and potential incidents),  

• putting in place an Investigative procedure to identify all factors. (Measures are put in place 

to prevent reoccurrence).  

{company_name} will engage a 3-part approach to workplace violence: 

1. Prevention: 

a. training workers about what constitutes workplace violence,  

b. creating awareness of the health and safety risks associated with violence, 

c. encouraging reporting.  

2. Investigation: 

a. suitably trained persons will investigate all reports, 

b. all cases will be investigated fairly and unbiasedly following set guidelines. 

3. Control: 

a. Control strategies will be put in place that include (where relevant): 

i. re-assigning tasks/shifts/work locations, 

ii. mediation (internal or external), 

iii. counselling, 

iv. disciplinary action resulting in the termination of employment. 

RESPONSIBILITIES 

At {company_name}, the organisation is responsible for ensuring that: 

• {company_name} provides a safe workplace for all people where there is a potential risk of 

violent behaviour, 
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