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Templates for Farmers:

Policies and Procedures

From Page 2 onwards, this document provides all the text you need, to create policies and procedures specific to your company.  Following these instructions will mean that your company is one step closer to becoming compliant with your OH&S responsibilities.

It is important to note that simply having this policy is not enough to discharge your employer duties.  You must also consult with your employees on the policy, as outlined below, and keep a record that you have done this consultation.
Instructions for Use:

1. Open a new Word document with your company letterhead on it.

2. Copy all text from Page 2 onwards, and paste it into your letterhead.

3. Personalise where highlighted, to reflect your company.

4. Fill in the table at the bottom with the version number, date, your name and a digital signature (or you can print the document off, sign it and scan it back in for your records).

5. Add/change the policy name to the footer, as demonstrated in this document.

What to do next:

1. Present this policy document to your employees at a toolbox meeting, and discuss it in full. A record of who is in attendance should be kept.

2. Include this policy in your induction process for any new employees.

3. Take on and address any feedback or concerns that your employees may have.  Adjust as necessary.

4. Have the policy stored in an accessible place, for future reference and updating.
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Any future updates should be Saved As a new file, and the new version number and date written into the table at the bottom of the document, for review by everyone, and signed again by the author.



(Your company’s letterhead)
WORKPLACE BULLYING POLICY

Policy

To meet its duty to provide a safe workplace under the Victorian Occupational Health and Safety Act Victoria, 2004 (Name of company) is committed to ensuring that there are no incidences of workplace bullying within the business.

The company prohibits bullying or harassing behaviour that may cause or create a risk of physical or mental injury to another person.

(Name of company) does not condone bullying or violent behaviour in the workplace whether the source of such behaviour is internal to (Name of company) employees, or external, (eg on- site sub – contractors, customers). 

Background

Bullying is defined as "repeated, unreasonable behaviour directed toward an employee, or group of employees, that creates a risk to health and safety".

Some behaviours of bullying are: 

· Verbal abuse 

· Excluding or isolating employees 

· Psychological harassment 

· Assigning employees meaningless tasks unrelated to the job 

· Deliberately withholding information that is vital for effective work performance

· Unfair criticism

· Publicly humiliating an employee

· Ignoring or belittling an employees contribution or opinion

Management Responsibilities

Any complaint will be treated promptly by management and with complete confidentiality.  All records relating to a workplace bullying claim will be kept in a confidential file and can only be accessed with the permission of ___________________   (insert name of senior person).
Employee Responsibilities

All (Name of company) employees must comply with this policy.

Failure to comply with the policy, depending on the severity of the case, will result in a disciplinary procedure.  Similar disciplinary action will be taken against anyone who victimises or retaliates against a person who has complained of workplace bullying.

If an employee believes that they are subjected to workplace bullying, they should contact ___________________   (insert name of supervisor/manager/personal handling complaints procedure).
Employees should be aware that spreading gossip or rumours about alleged workplace bullying or falsely accusing somebody of engaging in bullying against a person may expose them to disciplinary action.  
(Name of company) also recognises false accusations of workplace bullying can have serious effects on innocent people.

Signed:______________________________


Date:___________________
Printed Name: ________________________

Managing Director

(Name of company)
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