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Note*
This policy template has been developed to meet the needs of a diverse range of services and includes items for consideration in policy and procedure. Not all content will be relevant to your service. Organisations are encouraged to edit, add and delete content to ensure relevancy.
All material provided by the Network of Alcohol and other Drugs (NADA) is for guidance purposes only. The information should be reviewed in relation to your organisation’s individual circumstances and policies. NADA does not provide legal advice.  You should seek your own advice in relation to any matters provided for in this policy or if you have any specific questions or concerns. 

While every effort has been made to present all information accurately, NADA, its employees and related parties, accept no liability for, and do not indemnify against, any loss, damage or injury that may result from any actions taken based on the information contained in this document.  This policy may contain links to other websites. The links are provided for convenience only and may not remain current or be maintained.  

All notes (like this one) should be considered and deleted before finalising the policy, and the table of contents should be updated as changes are made and when content is finalised. 

*Please delete note before finalising this policy.


Note*
To update the table of contents when all content has been finalised, right click on the table of contents and select ‘update field’, an option box will appear, select ‘Update entire table’ and ‘Ok’. 
To use the table of contents to skip to relevant text, use Ctrl and click to select the relevant page number. 
*Please delete note before finalising this policy.
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[bookmark: _Toc214443895]Section 1: 	Policy framework
1.1 [bookmark: oneone][bookmark: _Toc214443896] 	Policy statement

[Insert organisation name] is committed to creating work environments that are inclusive, non-discriminatory, and where people’s unique differences are valued. [Insert organisation name] values diversity, inclusion and a workplace free from all forms of inappropriate workplace behaviour, including unlawful discrimination, bullying, harassment (including sex-based harassment and sexual harassment), racial or religious vilification, and victimisation.  These values enhance the capacity of [Insert organisation name] to promote worker wellbeing, foster respectful relationships, and be responsive in everyday practice. Inclusive and anti-discriminatory practice also enables [Insert organisation name] to provide high quality and accessible alcohol and other drugs (AOD) services to the NSW community. [Insert organisation name] is also committed to ensuring its employment practices and procedures are informed by and consistent with equal employment opportunity (EEO) principles and legislation. 

[bookmark: onetwo][bookmark: _Toc214443897]1.2	Purpose and scope

The purpose of this policy is to outline [Insert organisation name]’s commitment and responsibilities in relation to inclusive, non-discriminatory practice, in addition to equal employment opportunity for workers. 

This Diversity, Inclusion and Anti-Discrimination Policy (policy) applies to all [Insert organisation name] staff, board members, contractors, work placement students and volunteers (‘workers’) while they are at [Insert organisation name] workplaces, and when they perform work as part of [Insert organisation name]’s business activities.

1.3 [bookmark: onethree][bookmark: _Toc329593200][bookmark: _Toc214443898]  	Definitions 

	Accessibility
	Where everyone is provided with fair and equitable access at work and in services. 

	Consumer
	Anyone who accesses, has accessed, or may access, a program or service.  Not limited to those currently accessing a program/service.

Alternative language includes ‘person with lived and/or living experience’ of accessing a program/service. Workers are encouraged to check in with the person/people being referred to confirm the language they would like used in relation to them. 

	Culture
	Broadly speaking, culture refers to habits, patterns, history, arts, beliefs, institutions, practices, spirituality and relationships, which include the human and non-human world. 

‘Culture’ can have different meanings for workers, and what cultural inclusivity means amongst workers can differ. [Insert organisation name] endeavours to ask workers what making a culturally more inclusive workplace looks like to them, to improve its inclusivity efforts. 

	Diversity
	Diversity encompasses acceptance and respect of visible and non-visible differences. It means understanding and appreciating that each individual is unique and recognises individual characteristics including, but not limited to, gender, physical, mental and intellectual abilities, race, ethnicity, age, sexuality, socio-economic status, religious beliefs and lived experience. Diversity is about moving beyond simple tolerance to embracing and celebrating difference. 

[Insert organisation name] specifically recognises and respects the unique and distinct experience of Aboriginal and Torres Strait Islander people in Australia.

	Inclusion
	The extent to which people are welcomed, can access, engage and fully participate in a work environment.  





[bookmark: _Toc214443899]SECTION 2: 	PRINCIPLES
[bookmark: _Toc214443900]2.1	Diversity and Inclusion 

Respect and Dignity: [Insert organisation name] is committed to treating all individuals with respect and dignity, regardless of their race, ethnicity, gender, sexual orientation, disability, age, or any other characteristic protected by law.

Equal Opportunities: [Insert organisation name] provides equal opportunities for all workers and applicants, based on their qualifications, skills, and abilities, without unlawful discrimination.

Inclusive Work Environment: [Insert organisation name] strives to create an inclusive work environment where all workers feel valued, supported, and empowered to contribute their best work.

Diversity in Recruitment: [Insert organisation name] is committed to recruiting and retaining a diverse workforce that reflects the communities it serves.

Training and Awareness: [Insert organisation name] is committed to providing training and resources to workers to raise awareness of diversity and inclusion issues and promote understanding and acceptance among workers.

Accountability: [Insert organisation name] seeks to promote diversity and inclusion and to address any behaviour or practices that are inconsistent with these values.

[bookmark: _Toc214443901]2.2	Equal Employment Opportunity Legislation

Under various EEO laws, inappropriate workplace behaviours such as discrimination, bullying, harassment, victimisation and vilification are unlawful and strictly prohibited. 

[bookmark: _Toc214443902]2.2.1	Unlawful discrimination

Unlawful discrimination occurs when a person is treated less favourably than another person, or is subjected to a disadvantage, because they have one or more protected attributes (or characteristics generally associated with those attributes). Discrimination is unlawful other than in very limited circumstances. 

While the legislation varies between each jurisdiction in Australia, attributes that are protected under State and Federal legislation may include:

(a) age;

(b) breastfeeding;

(c) employment activity;

(d) gender identity;

(e) disability;

(f) industrial and employment activity;

(g) social origin;

(h) lawful sexual activity;

(i) marital status;

(j) family or carer's responsibilities;

(k) physical features;

(l) political belief or activity;

(m) pregnancy;

(n) breastfeeding;

(o) profession, trade or occupation;

(p) race;

(q) religious belief or activity;

(r) sex;

(s) intersex status;

(t) sex characteristics;

(u) sexual orientation;

(v) a spent criminal conviction; and

(w) personal association with someone who has, or is assumed to have, one of the above personal attributes.

[bookmark: _Toc214443903]2.2.2	Direct and indirect discrimination

Discrimination can take the form of 'direct' or 'indirect' discrimination. Whether it is direct or indirect, discrimination which is based on one of the above protected attributes is unlawful, and is not acceptable to [Insert organisation name].

Direct discrimination in employment occurs when a person is treated unfairly or less favourably than another person in the same or similar circumstances because the first person has one (or more) of the above protected attributes.

Indirect discrimination occurs when an unreasonable requirement, condition or practice has the effect of disadvantaging a person, or group of people, with one (or more) of the above protected attributes. Whether a requirement, condition or practice is unreasonable will depend on all the relevant circumstances. 

[bookmark: _Toc214443904]2.2.3	Bullying

Workplace bullying is repeated and unreasonable behaviour by an individual or group of individuals, which is directed towards a worker or a group of workers and creates a risk to health and safety. The risk to health and safety can be physical, psychological, or both.

A single incident of unreasonable behaviour does not usually constitute workplace bullying. However, it should not be ignored as it may have the potential to escalate into bullying behaviour, or may otherwise constitute inappropriate behaviour or harassment for the purposes of this policy. 

Examples of workplace bullying
Bullying behaviours can take many different forms, from the obvious (direct) to the more subtle (indirect). The following are some examples of conduct which may constitute direct or indirect bullying.

Direct bullying

(a) abusive, insulting or offensive language or comments;

(b) unjustified criticism or complaints; and

(c) unreasonably interfering with personal property or work equipment.

Indirect bullying

(a) unreasonably overloading a person with work, or not providing enough work;

(b) setting tasks that are unreasonably below, or above, a person's skill level; and

(c) deliberately excluding or isolating a person from normal work activities without a good reason.

The above examples do not represent an exhaustive list of bullying behaviours. They are indicative of the type of behaviours which may constitute bullying and therefore are unacceptable to [Insert organisation name].

Bullying in the workplace is harmful not only to the target of the behaviour, but damages [Insert organisation name]'s culture and reputation. It is unacceptable to [Insert organisation name] and will not be tolerated in any circumstances. 

What does not constitute workplace bullying?
Reasonable management action does not constitute bullying, if it is done in a reasonable manner. [Insert organisation name] has the right, and is obliged to, manage workers. This includes directing the way in which work is performed, undertaking performance reviews and providing feedback (even if negative), and disciplining and counselling workers.

[bookmark: _Toc214443905]2.2.4	Harassment

Harassment is a form of discrimination and may also be unlawful if based on particular grounds. It can take many forms including verbal, physical, written, electronic or pictorial.

Harassment is any conduct that:

(a) is unwelcome or unwanted;

(b) is directed at another person because they have a particular protected attribute, as outlined above; and 

(c) occurs in circumstances where a reasonable person would have anticipated that the person harassed would be offended, humiliated or intimidated.

Harassment is prohibited by [Insert organisation name] and will not be tolerated. In certain circumstances, it is also unlawful. 

[bookmark: _Toc214443906]2.2.5	Sexual Harassment

Sexual harassment is:

(a) when a person makes an unwelcome sexual advance or an unwelcome request for sexual favours, to the person harassed; or 

(b) engages in other unwelcome conduct of a sexual nature in relation to the person harassed,

in circumstances in which a reasonable person, having regard to all the circumstances, would have anticipated the possibility that the person harassed would be offended, humiliated or intimidated.  

Sexual harassment, and other forms of sex-based misconduct, are against the law. [Insert organisation name] takes a zero-tolerance approach to sexual harassment and sex-based misconduct. [If the organisation has a Sexual Harassment Policy, it can be referred to here.]

Positive Duty to Eliminate Unlawful Sex Discrimination 
[Insert organisation name] is committed to comply with its positive duty under the Sex Discrimination Act 1984 (Cth) to take reasonable and proportionate measures to eliminate, as far as possible:

1. sexual harassment (being unwelcome conduct of a sexual nature);
2. harassment on the ground of sex (being unwelcome conduct based on the sex of a person, but not necessarily sexual in nature);
3. discrimination on the ground of a person's sex (being differential treatment based on the sex of the person);
4. conduct that subjects a person to a hostile workplace environment on the ground of sex (being, conduct that results in an offensive, intimidating and humiliating environment for people of one sex, but not necessarily directed at a person); and
5. acts of victimisation that relate to complaints, proceedings, assertions or allegations in relation to conduct in points 1 to 4 above.

The steps [Insert organisation name] will take in order to eliminate all forms of sexual harassment, discrimination and victimisation include:

[Note: the below steps are provided as a template example of what the organisation will do, the organisation will need to determine in each circumstance what is reasonably practicable for them to discharge their duty]

· undertaking periodic risk assessments to identify the risk of sexual harassment, discrimination and victimisation in the workplace;
· taking reasonable and proportionate steps to address those risks;
· implementing appropriate policies to specify expected behaviours in the workplace;
· ensuring there is an effective grievance handling framework in place to address any reports of sexual harassment, discrimination and victimisation;

· providing appropriate training to all workers on all such matters; and
· promoting a workplace culture in which all forms of sexual harassment, discrimination and victimisation are not tolerated and in which workers are encouraged to report any forms of such behaviour that they are subject to or witness.

[bookmark: _Toc214443907]2.2.6	Victimisation 
Victimisation means subjecting or threatening to subject someone to a 'detriment' because they have:
(a) asserted their rights under this policy or relevant legislation;
(b) raised a complaint or made an allegation or commenced proceedings alleging that another person has breached this policy or the relevant legislation;
(c) participated or assisted in the process of raising and responding to an issue under this policy or the relevant legislation (e.g. by giving evidence in an investigation or assisting someone to make a complaint); or
(d) proposed to do any of the above.

Examples of a 'detriment' can include demotion, dismissal, transfer, suspension, loss of a benefit, or being ostracised from work or work-related social functions.

Victimisation can, in many circumstances, be unlawful. It is unacceptable to [Insert organisation name].

[bookmark: _Toc214443908]2.2.7	Vilification 

Vilification is conduct which incites hatred against, serious contempt for, revulsion towards or severe ridicule of another person or class of people on the grounds of certain characteristics, including race and religion. 

Such conduct is unlawful and will not be tolerated by [Insert organisation name]. It may also constitute a criminal offence in some jurisdictions.

[bookmark: _Toc214443909] 2.3	Intersectionality 
[Insert organisation name] recognises and celebrates that people have a multiplicity of identities and experiences that intersect, such as in relation to race, ethnicity, age, gender, sexuality, and disability. [Insert organisation name] will conduct anti-discrimination, inclusion and equal opportunity work that is informed by the intersectionality of people’s experiences. 

[bookmark: _Toc214443910]2.4	Nothing About Us, Without Us 
Diversity, inclusion and anti-discrimination work at [Insert organisation name] is orientated by the saying, ‘nothing about us, without us’. This saying means that those impacted by specific policies or activities are given the opportunity and supports to shape work concerning them.
[bookmark: _Toc214443911]2.5	Other principles
· Workforce development opportunities should be identified and offered to workers to promote inclusive and non-discriminatory practice. 
· Inclusive and non-discriminatory practice can be fostered through organisational and community partnerships, consultations and advocacy opportunities.
[bookmark: _Toc214443912]2.6	Outcome
[Insert organisation name] supports workers to conduct inclusive and non-discriminatory alcohol and other drugs work, which benefits workers and service users. 

[bookmark: _Toc214443913]2.7	Roles and Responsibilities 

	Board of directors 
	· Endorse Diversity, Inclusion and Anti-Discrimination Policy.
· Compliance with Diversity, Inclusion and Anti-Discrimination Policy, and relevant legislation. 
· Identify issues and opportunities to improve diversity, inclusion and anti-discrimination work.

	Business services/ management 
	· Compliance with Diversity, Inclusion and Anti-Discrimination Policy, and relevant legislation.
· Identify program or services areas that require changing to be more accessible and effective for worker’s needs. 
· Consult consumer advocates, peer workers, stakeholders and relevant expert organisations to inform workplace inclusion and anti-discrimination efforts.  
· Seek out and participate in professional development opportunities regarding diversity, inclusion and anti-discrimination. 

CEO (or delegate)
· Organisational alignment with diverse, inclusive and non-discriminatory practice.

	Program services, clinical and other workers
	· Compliance with Diversity, Inclusion and Anti-Discrimination Policy, and relevant legislation.
· Identify program or services areas that require changing to be more accessible and effective for worker’s needs. 
· Consult consumers, peer workers stakeholders and relevant expert organisations to inform workplace inclusion and anti-discrimination efforts. 
· Seek out and participate in professional development opportunities around diversity, inclusion and anti-discrimination. 



[bookmark: _Toc214443914]2.8	Policy detail
· [Insert organisation name] participates in working groups, and facilitates partnerships and consultations, to improve inclusive and non-discriminatory practice.  
· Where possible, [Insert organisation name] includes representatives from a range of communities on relevant [Insert organisation name] led working, steering and reference groups and consultations, to ensure such groups are representative of the needs and experiences of the variety of communities accessing [Insert organisation name].
· [Insert organisation name] provides staff with access to targeted education and training opportunities to engage in inclusive and non-discriminatory practice. 
· [Insert organisation name] records emerging inclusion support needs through the collection and monitoring of worker, client and stakeholder feedback. 
· [Insert organisation name] has a Reconciliation Action Plan (RAP) and is committed to its implementation. 
· [Insert organisation name] encourages consumer and peer worker participation in quality improvement work. See the Consumer Engagement Policy for further guidance on supporting consumer and peer worker participation.
· Workers are entitled to wear clothes that align with their gender and gender expression.
· Bathrooms should be accessible. This includes for people with accessibility requirements, and for those in trans and gender diverse communities.

Note*
It may be appropriate to provide more detail on working with specific communities within this policy, or to create a related procedure detailing this information. For example, some organisations may have specific policies or procedures on inclusive practice for First Nations communities, including strategies such as: 
- cultural awareness training for all staff
- having a Reconciliation Action Plan in place (further information is available from Reconciliation NSW) 
- undertaking a cultural audit of your organisation 
- having First Nations identified staff positions 
- including local Elders in organisational consultations
- hosting events for cultural dates of significance, and participating in NAIDOC Week activities
- use of culturally appropriate language.

*Please delete note before finalising this policy.  
[bookmark: _Toc214443915] 2.9	Policy implementation
This policy is developed in consultation with [Insert organisation name] workers and approved by the Board. 

Specific monitoring and support activities include:
· Referencing this policy in relevant [Insert organisation name] policies, procedures and other supporting documents to ensure that it is familiar to all workers and actively used. 
· Reviewing the policy in line with the policy review below and legislative requirements, in addition to reviewing associated policies where necessary. 
· [Insert organisation name] includes diversity and inclusion events or activities as a standard agenda item at staff meetings. 

All workers are required to comply with this policy at all times.

[bookmark: _Toc214443916]2.10	Risk Management
This policy is monitored using the Risk Register, which is a standing agenda item at [Insert organisation name] staff meetings.  This policy will be reviewed at least every 24 months and on an as needs basis, to ensure compliance with legislation. 

[bookmark: _Toc214443917]2.12	Breach of this Policy
The consequences of breaching this policy will depend on the seriousness of the matter but may include disciplinary action up to and including termination of employment. 

[bookmark: _Toc214443918]2.13	Complaints Procedure
[Insert organisation name] strongly encourages any worker who believes they have been subject to, or otherwise witnessed, any of the above, to take appropriate action by raising a grievance.  You may also discuss any such issue with your [insert relevant roles] at any time.

[Insert Relevant Roles] will also ensure that people who make complaints, or who are witnesses to the above, are not victimised in any way. Any reports will be treated seriously and investigated promptly, confidentially and impartially. Where incidents of unlawful discrimination are suspected and/or identified, the procedures outlined in the Workplace Conduct section of the Human Resources Procedure, and/or disciplinary action, will be taken.

Where a complaint may involve offences under criminal law, [insert organisation name] may refer the matter to NSW Police. 
[bookmark: _Toc214443919]
SECTION 3: 	REFERENCES
[bookmark: _Toc214443920]3.1 	Related policies
· Human resources 
· Client safer spaces 
· Consumer engagement 
· Service and program operations 
· Communications
· Social media
[bookmark: _Toc214443921]3.2	Legislation
· Age Discrimination Act 2004 (Cth)
· Disability Discrimination Act 1992 (Cth)
· Fair Work Act 2009 (Cth) 
· Human Rights and Equal Opportunity Commission Act 1986 (Cth)
· Racial Discrimination Act 1975 (Cth)
· Sex Discrimination Act 1984 (Cth)
· Anti-Discrimination Act 1977 (NSW)
· Crimes Act 1900 (NSW)
· Work Health and Safety Act 2011 (NSW)
[bookmark: _Toc214443922]3.3	Resources

· Diversity Council of Australia
· Australian Indigenous HealthInfoNet
· TransHub
· HUE: Colouring the Conversation, Inclusive Workplace Toolkit
· Alcohol and other drugs treatment guidelines for working with Aboriginal and Torres Strait Islander people – in a non-Aboriginal setting 
· Language matters – NADA 
· Bathrooms | TransHub
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