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Purpose 

LITTLE STARS KIDS is committed to providing a working environment which is free from 
discrimination, bullying, victimisation, harassment and sexual harassment.  This policy applies to all 
persons at LITTLE STARS KIDS including volunteers, employees, contract workers, agents and job 
applicants at LITTLE STARS KIDS.  It also applies to clients and suppliers of LITTLE STARS KIDS.  
This policy applies at any event both in and out of the office/ on and away from the work site – 
e.g conferences, staff Christmas parties or social club activities.  All persons at LITTLE STARS KIDS 
must use appropriate behaviour at all times. 

Policy Statement 

LITTLE STARS KIDS is committed to developing and maintaining an environment underpinned by the 
principles of workplace justice. 

We are committed to: 
. effecting equity and fairness in all business dealing and processes; 
. ensuring unlawful discrimination is eliminated; 
. ensuring all forms of bullying and harassment are eliminated from the workplace; and 
. creating a workplace environment where all members of the organisation enjoy a sense of 

growth, trust and working together. 

We will ensure these principles are met by: 
. requiring mandatory attendance at training and education programs; 
. adopting this policy and supporting processes and guidelines; 
. undertaking regular communication activities; and 
. establishing formal and informal support networks. 

 
We expect that all persons at LITTLE STARS KIDS take appropriate levels of responsibility for 
applying these principles and supporting practices and demonstrate a duty of care for their fellow 
workers/volunteers.  Where a person becomes aware of a serious incident with the possibility of injury 
or danger to an employee, they are required to report the incident even where the affected person 
chooses not to make a complaint. 
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Policy 

It is our policy that: 

. sexual harassment and unlawful discrimination, including that recognised under anti-
discrimination law, will not be tolerated under any circumstances; 

. every person at LITTLE STARS KIDS has the right to bring complaints about sexual 
harassment or unlawful discrimination to relevant supervisors and/ or managers, the Anti-
Discrimination Commission (“ADC”) or the Human Rights and Equal Opportunity Commission; 

. everyone at LITTLE STARS KIDS should be equal under the policies and procedures of 
LITTLE STARS KIDS and its associated entities, and have equal benefit of those policies and 
procedures without discrimination; 

. inclusion of the contemporary principles of workforce diversity in our policies protects 
everyone at  from the presence of discrimination; 

. the quality of working life is maximised by all personnel who respect the dignity and equal 
opportunities of all; 

. all complaints of harassment or unlawful discrimination will be treated seriously, promptly, 
confidentially and impartially; 

. action will be taken to ensure harassment or unlawful discrimination stops; 

. complainants and witnesses will not be victimised in any way; and 

. complaints should be settled in the workplace wherever possible. 

IT IS AGAINST THE LAW FOR ANYONE TO SEXUALLY HARASS ANOTHER PERSON OR TO 
UNLAWFULLY DISCRIMINATE AGAINST ANOTHER PERSON IN THE WORKPLACE, EITHER 
DIRECTLY OR INDIRECTLY. 

Whilst the onus for preventing sexual harassment and unlawful discrimination in the workplace is on 
the partners, managers and supervisors and not on those being harassed or unlawfully discriminated 
against, everyone at  is responsible for conforming to a standard of acceptable behaviour in the 
workplace, i.e. treating others fairly, professionally and with proper courtesy. 

Anti-Discrimination Policy 

LITTLE STARS KIDS is committed to developing a diverse workforce, and to conducting its business, 
staffing procedures and internal systems with the absence of discrimination. 

Recruitment, status and advancement of persons are based on competence, commitment, experience 
and qualifications together with other stated KPI’s of the people involved. 

Under the Anti-Discrimination Act 1991 (Qld), discrimination in employment on the following grounds 
is against the law: 
. gender identity; 
. sex; 
. relationship status; 
. parental status; 
. family responsibilities; 
. race; 
. age; 
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. impairment (including physical and intellectual impairment); 

. religious belief or activity; 

. political beliefs or activities; 

. trade union or employer association activity; 

. sexuality (whether they are heterosexual, homosexual or bisexual); 

. lawful sexual activity; 

. pregnancy or breastfeeding; and 

. association with or relation to a person who has any of the above attributes or personal 
characteristics. 

.  
Federal anti-discrimination legislation also prohibits discrimination on the basis of criminal record or 
social origin. 
We will not tolerate discrimination or vilification under any circumstances. 
Any reports of discrimination or vilification will be treated seriously and investigated promptly, 
confidentially and impartially.  Disciplinary action will be taken against anyone who discriminates 
against or vilifies a co-worker / volunteer. 
 

Victimisation, Bullying and Harassment Policy 
 
Victimisation occurs when a person is subjected to or is threatened with an act which is detrimental 
because the person made or threatened to make a complaint of discrimination or harassment. 
Bullying is any form of verbal or physical behaviour which is uninvited, unreciprocated, unwelcome 
and personally offensive to the recipient and creates an intimidating, hostile or offensive work 
environment. 
Bullying may take the form of: 
. favouritism; 
. victimisation; 
. yelling; 
. swearing; 

 
. belittling opinions; 
. pranks or practical jokes; 
. tampering with personal effects; 
. coercion; 
. jokes or innuendo directed at the individual; 
. threats; 
. abuse; 
. torment, intimidation, abuse or assault; and 
. tasks incompatible with the job purpose/description. 

Sexual harassment is any unwelcome or uninvited sexual behaviour which is offensive, 
embarrassing, intimidating or humiliating.  It does not include circumstances involving mutual 
attraction.  The legal definition includes: 
. an unwelcome sexual advance; 
. an unwelcome request for sexual favours; and 
. other unwelcome conduct of a sexual nature. 

Sexual harassment can be verbal and/or physical and may involve any of the following 
behaviours: 

. sexual jokes or innuendos; 

. unwelcome comments about a person’s sex life or physical appearance; 

. suggestive behaviour, e.g. leering, ogling or unnecessary familiarity such as deliberately 
brushing up against a person; 

. kissing or embracing someone against the person’s will; 

. offensive photographs, reading material or objects; 

. sexual propositions or continual requests for dates; 

. physical contact such as touching or fondling; 

. indecent assault or rape (these are also criminal offenses); 
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. the public display of pornography ranging from material that might be considered mildly erotic 
through to material that is sexually explicit; and 

. intrusive questions asked at employment interviews. 

If any form of harassment complaint or discrimination is found to be substantiated, the offender(s) will 
be subject to disciplinary procedures. 
 
Sexual harassment does not have to be repeated or continuous to be against the law.  Some actions 
or remarks are so offensive that they constitute sexual harassment in themselves, even if they are not 
repeated.  Other single incidents, such as an unwanted invitation or compliment, may not be 
harassment if they are not repeated. 

Some forms of sexual harassment, such as assault, physical molestation, stalking, sexual assault and 
indecent exposure, are also criminal offences. 

Sex based harassment can also occur where there is unwelcome conduct of a non-sexual nature 
but the intention is to offend, humiliate or intimidate a person based on their sex. 

Examples of sex based harassment can include: 
. ignoring, isolating or segregating a person or group because of their sex; and 
. verbal abuse or comments that put down or stereotype a group of individual, because of their 

sex. 

LITTLE STARS KIDS will: 
. treat complaints seriously and sympathetically; 
. attend to complaints promptly and confidentially; 
. investigate complaints impartially; 
. take action to ensure that misconduct does not continue; and 
. ensure that complainants and witnesses will not be victimised in any way. 

Who Experiences Sexual Harassment, Discrimination and Victimisation? 

Anyone can experience sexual harassment, bullying discrimination or victimisation.  The law protects 
both men and women from sexual harassment, discrimination and victimisation. 

Who is Responsible for Sexual Harassment, Discrimination, Bullying and Victimisation? 

Everybody has a responsibility to treat others fairly and to take responsibility for their own behaviour.  
Anyone who sexually harasses, discriminates against or victimises another person can be complained 
about and may be liable under the law.  The law says that all of us must think about whether a 
reasonable person might take offence or feel humiliated, intimidated or uncomfortable.  A complaint of 
sexual harassment or sex based harassment will not be dismissed just because the person being 
harassed did not tell the person harassing them that their behaviour was unwelcome. 

Employers are obliged by law to protect all persons working at LITTLE STARS KIDS and clients from 
unfair discrimination and sexual harassment done by their employees or agents.  To minimise such 
vicarious liability reasonable steps must be taken to prevent sexual harassment and discrimination in 
the workplace. 

 
Reasonable steps may include the development of a sexual harassment and discrimination policy 
such as this one, the implementation of strategies to prevent discrimination and sexual harassment, 
education and training of staff (especially managers and supervisors), establishment of an effective 
complaints procedure, and the removal and elimination of offensive, explicit or pornographic 
materials.  An employer or organisation cannot avoid vicarious liability, simply because they were not 
aware of the sexual harassment or discrimination engaged in by their employees or agents.  In 
practice, vicarious liability means that a complaint against an individual may also be brought against 
their employer. 
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Responsibilities of Management and Staff 

Managers and supervisors have a responsibility to: 
. monitor the working environment to ensure that acceptable standards of conduct are observed 

at all times; 
. model appropriate behaviour themselves; 
. promote the firm’s EEO and Harassment Policy within their work area; 
. treat all complaints seriously and take immediate action to investigate and resolve the matter; 

and 
. refer complaints to another person if they do not feel that they are the best person to deal with 

the case (e.g. if there is a conflict of interest or if the complaint is particularly complex or 
serious). 

Everyone at LITTLE STARS KIDS has a responsibility to: 
. comply with the ’s EOP and Harassment policy; 
. offer support to anyone who is being harassed, victimised, bullied or discriminated against and 

let them know where they can get help and advice (they should not however approach the 
harasser themselves); and 

. maintain complete confidentiality of the provided information during the investigation of a 
complaint. 

All persons should be aware that spreading gossip or rumours may expose you to a defamation 
action, or a claim for victimisation. 

Consequences that may be imposed if this policy is breached 

Depending on the severity of the case, the consequences that may be imposed on employees who do 
not comply with company policy can include making an apology, counselling, transfer, dismissal, 
demotion or other forms of disciplinary action. 

Options for Dealing with Complaints 

The contact person for discrimination and vilification complaints at LITTLE STARS KIDS is: 
 
Lisa Van Riel 
Level 5, 320 Adelaide Street 
Brisbane 4000 
Queensland 
Phone 0458 770 009 

Persons at LITTLE STARS KIDS can approach their manager for assistance at any time even if they 
are not sure that they wish to make a complaint. 
 
If you believe that you are being sexually harassed, bullied, victimised or unlawfully discriminated 
against you have the right to insist that it stops. 

There are a number of options available to all persons at LITTLE STARS KIDS for dealing with sexual 
harassment, discrimination, bullying and victimisation: 

1. Deal with the matter individually. 

2. Seek assistance from your manager. 

3. Lodge an informal grievance (verbal). 

4. Lodge a formal grievance (written).Lodge a complaint with the Anti-Discrimination Commission 
or the Human Rights and Equal Opportunity Commission (“HREOC”). 

Whilst we encourage informal procedures wherever possible, we respect the individual’s right to 
choose a course of action. 
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1. Deal with the matter individually 

It might be possible for you resolve the situation yourself by telling the person responsible for 
the conduct how it makes you feel and asking them to stop.  Often though, you may feel afraid 
to complain directly to the person. 

. Approach the person you believe is engaging in the offensive conduct.  You can do this 
in person, by phone or letter. 

. Ask the person to stop the behaviour you object to.  We suggest something along the 
following: 

“When you [NAME OF THE SPECIFIC BEHAVIOUR] it makes me feel [DESCRIBE HOW 
YOU FEEL] and I find your behaviour offensive.  Please do not do it again.” 

Be specific so that the other person has a clear idea as to exactly what they are doing that is 
objected to, and what they need to do in the future to avoid offending again. 

. Alternatively, if you choose to write a letter, frame it in the same way as above.  Ensure 
that the letter is marked “PRIVATE AND CONFIDENTIAL” in order to avoid allegations 
of defamation. 

2. Seek assistance from your Manager 

If you do not feel comfortable confronting the person yourself, or you have previously told the 
person to stop the offensive behaviour and the behaviour has continued, then you can 
approach your manager for assistance. 

Confidentiality will be maintained at all times by those concerned. 

The manager: 

. talk with the person about appropriate work behaviour; 

. explain to the person why another person may be interpreting their behaviour as 
harassment; or 
 

. undertake general preventative strategies e.g. review this policy at a staff meeting. 

3. Lodge an informal complaint 

A complaint may be referred to Lisa Van Riel as CEO.   

We will investigate the complaint. 

Outcomes of an informal complaint may include: 
. a guarantee that the offensive behaviour will stop; 
. an assurance that reprisals for making the complaint or retribution for having offended 

will not be tolerated; 
. an agreed code of behaviour for the individuals involved; 
. redress of any disadvantage suffered by the complainant; 
. implementing a procedure for monitoring the situation so that the complainant will feel 

supported and protected; and/or 
. ensuring all parties feel that their point of view has been listened to and taken into 

account. 
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4. Lodge formal grievance 

If informal measures have been unsuccessful or the nature of the situation requires a more 
formal approach then you can lodge a written complaint with Lisa Van Riel. 

 Lisa Van Riel will make an assessment of the facts of the case and recommend: 

. whether the complaint is substantiated; 

. actions to redress any disadvantage suffered by the complainant as a consequence of 
the discrimination; and/or 

. whether procedures for poor performance or misconduct should be initiated. 

Irrespective of the outcome of the investigation, outcomes of a formal complaint should also include: 

. a guarantee that the offensive behaviour will stop; 

. an assurance that reprisals for making the complaint or retribution for having offended 
will not be tolerated; 

. an agreed code of behaviour for the individuals involved; and 

. a procedure for monitoring the situation so that each individual will feel supported and 
protected. 

 We will also assist either party to get access to counselling services if they are needed. 
 

5. Lodging a complaint with ADC or HREOC 

Alternatively, employees can make a complaint to the Anti-Discrimination Commission of Queensland 
(‘ADCQ’) or the Human Rights and Equal Opportunity Commission (‘HREOC’). 

The Commission will try to settle complaints through informal discussion and conciliation.  Conciliation 
is an informal, impartial and private process.  Conciliation tries to resolve complaints by bringing 
together the people involved in a dispute to talk through the problem and try to fix it in some way.  
These complaint and conciliation services are free. 

Staff and volunteers can also approach the ADC or HREOC at any time for information and 
confidential advice. 

Protection 

Importantly, the legislation also prohibits victimisation.  Victimisation occurs when a person is 
subjected to or is threatened with an act which is detrimental because the person made or threatened 
to make a complaint of discrimination or harassment.  This is a serious matter and strong penalties 
can be imposed for victimisation.  If you think you are being victimised you should contact Lisa Van 
Riel immediately. 

The deliberate making of false complaints will also be dealt with as a breach of acceptable behaviour 
under your employment contract and will be considered for disciplinary action. 

Confidentiality 

Complaints will be handled in strictest confidence.  There is the potential for defamation action by the 
person accused of discrimination, harassment or bullying unless the complainant is very careful to 
speak only to the minimum number of people who need to know as part of their job. 
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Records 

Records will be kept of any formal complaint of discrimination, bullying, sexual harassment or 
discrimination.  This will include the written complaint, all records of interviews, the report of the 
investigation and the report on action taken. 

Where discrimination or sexual harassment was substantiated, or where disciplinary action resulted, 
the records will be placed on the personnel file of the person complained against.  Access is limited to 
the parties to the complaint and Little Stars Kids representatives who dealt with the complaint. 

No adverse report on a staff member/ volunteer will be officially filed until the staff member/ volunteer 
has been provided with a copy of the report and given an opportunity to respond.  Any response will 
be filed with the report. 

Where discrimination, bullying, victimisation or sexual harassment was not substantiated the records 
will not be placed on the personnel file of the person complained against but rather they will be held 
centrally by Little Stars Kids. 

In the case of informal grievances in relation to discrimination or sexual harassment, Little Stars Kids 
should prepare a confidential written report on each complaint.  The report should not include 
identifying material but should include the broad area of employment of the  
 
Complainant and the respondent, the nature of the complaint and the action taken.  This report will be 
kept in a separate confidential file held by Little Stars Kids. 


