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MA’AN DEVELOPMENT CENTRE 

POLICY ON DISCRIMINATION AND HARASSMENT 

Preamble 

 
MA’AN Development Centre believes that all employees have the right to a safe and 
healthy workplace.  This includes a workplace free of discrimination and harassment.   
MA’AN Development Centre recognises that discrimination and harassment are 
occupational health and safety (OH&S) issues and are a major source of stress and 
illness. Workplace harassment and discrimination are an industrial issue because of 
their erosion of working conditions and a professional issue because of their impact on 
staff morale. MA’AN Development Centre considers the resolution of discrimination and 
harassment issues a high priority given the small size of the organisation and the 
potential for such issues to disproportionately affect it.  
 
MA’AN Development Centre is committed to taking all reasonable measures to prevent 
instances of discrimination and harassment, and to respond proactively in relation to 
any issues arising to ensure a safe workplace for all employees.  
 
In the event that any party believes the process of addressing a complaint to be 

unreasonable or unfair, the grievance processes of this agreement shall apply. 

o 
unacceptable behavior in the workplace.  

 
o 

to workplace discrimination and harassment.  
 

o e employees with details of the informal and formal processes for 
investigating and resolving complaints.  

What is Workplace Discrimination?  

Workplace Discrimination is denying any person equality of treatment in employment 
matters for any grounds other than those directly related to the requirements of the job.  
Discrimination can occur directly or indirectly:  

Direct discrimination  

Occurs when a person or group of people are treated in an unfair or less favourable way 
because of an attribute such as age, gender, race, religion, sexual orientation, disability, 
pregnancy, or marital status.  
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Indirect discrimination  

Occurs when a person or organisation imposes a requirement (a rule, policy, practice or 
procedure) that is the same for everyone, but has an unequal or disproportionate effect 
on a particular group or groups. If the requirement is not reasonable in all the 
circumstances, it is likely to be indirect discrimination. As an equal opportunity 
employer, MA’AN will treat all employees and prospective employees fairly and on the 
basis of their individual merit.  

What is Workplace Harassment?  

Harassment  

Harassment is any form of behavior that is unwelcome, unsolicited, unreciprocated and 
usually (but not always) repeated. It is behavior that is likely to offend, humiliate or 
intimidate. It can make it difficult for effective work to be done by the individual or groups 
targeted or affected by this behavior.  
 
For harassment to occur there does not have to be an intention to offend or harass. It is 
the impact of the behavior on the person who is receiving it, together with the nature of 
the behavior, which determines whether it is harassment.  
 
Further, ‘workplace’ in this context is defined to include not only the usual work 
environment, but also work related events, seminars, conferences, work functions, 
Christmas parties, and business trips. Some examples of workplace harassment might 
include:  

• offensive physical contact, derogatory language or intimidating actions;  
• insulting or threatening gestures or language (overt or implied) or continual and  
  unwarranted shouting in the workplace; 
• unjustified and unnecessary comments about a person’s work or capacity for work;  
• openly displayed pictures, posters, graffiti or written materials which might be 
  offensive to some;  
• phone calls or messages on electronic mail or computer networks which are  
  threatening, abusive or offensive to employees;  
• persistent following or stalking within the workplace, or to and from work; and  
• the exclusion of a person or group from normal conversations, work assignments,  
  work related social activities or networks in the workplace.  

 
Workplace harassment should not be confused with legitimate comment and advice on 
the work performance or work-related behavior of an individual or group. However, 
feedback and counselling should always be carried out in a constructive way that is not 
humiliating or threatening, and that is consistent with the performance management 
appraisal process.  
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Sexual Harassment  

Sexual Harassment is any unwanted, unwelcome or uninvited behavior of a sexual 
nature that is likely to offend, humiliate or intimidate. Sexual harassment can take many 
forms and may include:  

• belittling jokes or comments based on gender stereotypes;  
• behavior which insists that gender stereotypes be maintained and exercised in the  
  workplace;  
• uninvited touching, kissing or embracing;  
• making promises or threats in return for sexual favours;  
• displays of sexually graphic material including posters, cartoons and screen  
  savers;  
• repeated invitations to go out after prior refusal;  
•revealing parts of their body or staring or leering at a person;  
• sexually explicit conversation;  
• persistent questions or insinuations about a person’s private life; 
• any behavior that creates a sexually hostile work environment.  

Discrimination  

Workplace Discrimination is the repeated, less favourable treatment of a person by 
another or others in the workplace. It includes behavior that intimidates, offends, 
degrades or humiliates a worker.  
 
Discrimination can be distinguished from more common examples of harassment in that 
it is often about changing the perceptions and behaviors of others, whereas harassment 
focuses on belittling or targeting individuals or groups on the basis of perceived 
differences.  
 
Bullies may use loud and aggressive tactics like yelling or screaming abuse. They may 
also use subtle intimidation like inappropriate comments about personal appearance, 
constant criticism, isolating employees from normal work interaction, withholding 
information or imposing impossible deadlines.  

Victimisation  

Victimisation involves treating someone unfairly because they have made, or intend to 
make, a discrimination or harassment complaint. This also includes those who have 
reported another person in making a complaint.  
  
Workplace discrimination and harassment, including sexual harassment, workplace 
Discrimination and victimisation, will not be tolerated at MA’AN. Any conduct amounting 
to discrimination or harassment will be addressed promptly and in a serious manner.  
  
MA’AN Development Centre recognises that workplace discrimination or harassment 

can occur at any time when carrying out work related duties or activities. They can be 
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carried out verbally, physically, in writing or via internet services such as email, chat 

rooms, discussions groups, websites or instant messaging and through mobile phone 

technologies such as short messaging services (SMS).  

MA’AN Development Centre recognises that workplace discrimination and harassment 

can occur sideways (between workers at the same level), upwards or downwards 

(between staff, supervisors, managers of differing levels). 

Standards of appropriate behavior 

MA’AN Development Centre believes all staff have the right to be treated with respect 

and dignity, and expects employees to behave in an appropriate manner in all work-

related situations. As a condition of employment, all staff are required to adhere to the 

MA’AN Development Centre Staff Code of Conduct attached.  

Preventing workplace Discrimination and harassment 

MA’AN Development Centre recognises its responsibility to take active steps to 

minimise the risk of Discrimination and/or harassment in the workplace.  As such, 

MA’AN Development Centre undertakes to:  

 Have a policy in place 

o That is reviewed and monitored for effectiveness at regular intervals, and 

after a claim of discrimination or harassment has been made. 

 Create awareness 

o Amongst all staff and executive, that discrimination and harassment are 

unacceptable and should be reported.  

 Inform, instruct and train 

o All staff, management and executive, in all details of MA’AN Development 

Centre’s policy and procedure. Information and training will be made 

available to all staff at regular intervals, as well as at induction for new 

staff.  

 Identify and assess risk factors 

o Prevalent risk factors include: workplace culture and relationships, 

organisational change, work systems and poor management 

 Control the risks 

o This may involve promoting positive styles of behavior, clarifying roles and 

responsibilities, or providing training in the Discrimination and harassment 

policy and/or skills needed for particular roles.  

 Encourage reporting 
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o By making information easily accessible, including contact details for the 

person (or persons) to whom reports should be made.  

 

Procedure 

All employees of MA’AN Development Centre (including staff, management and 
members of the Executive), who are made aware that discrimination or harassment has 
taken place, or is at risk of occurring, are obligated, to act to resolve the issue.  

Resolution will be guided by the procedures set out in MA’AN Development Centre’s 
attached document.. They are designed to be flexible and allow for a choice of actions 
to be taken, depending on the situation. It is important that the employee who reported 
the situation agrees with the proposed approach or combination of approaches to be 
used.  

In most circumstances, internal procedures will be preferable to external processes for 
addressing drimination or harassment, particularly if the matter is addressed promptly. 
External avenues for mediation and support should be sought if internal procedures are 
deemed inappropriate or have failed to resolve the issue satisfactorily.  
 

The procedure for resolving a claim of discrimination or harassment is detailed in the 
MA’AN Development Centre’s Procedures attached.. 

Principles 

MA’AN Development Centre will be guided by the following principles to ensure 
discrimination and harassment matters are dealt with objectively, fairly and 
transparently.  

MA’AN Development Centre:  

 Encourages all staff to report discrimination or harassment they have witnessed 
or experienced 

 Will treat all reports seriously and confidentially 

 Will act promptly and completely 

 Will act with neutrality 

 Will maintain appropriate documentation 

 Will provide appropriate support and protection for all parties concerned 

 Will ensure there are no reprisals for the complainant where the allegation is 
found to be substantiated and not vexatious 

 Where disadvantage has occurred, the situation will be redressed as far as 
possible to the complainant’s satisfaction 

 Will not tolerate victimisation (see below) 

 Will provide sound communication of process and outcomes to all parties 
involved. 
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Victimisation 

All reports of discrimination or harassment will be taken seriously and victimisation of 
those who make reports, whether they are a witness or directly affected, will not be 
tolerated.  Victimisation means treating another person unfavourably because that 
person has:  

 Made a complaint of harassment or discrimination 

 Supported a person who has made a complaint 

 Supported the right of a person to make a complaint 

 Given evidence in a complaint being investigated 
 

Victimisation also includes treating another person unfavourably because it is known or 
suspected that that person intends to do any of the above.  
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MA’AN DEVELOPMENT CENTRE 

PROCEDURE ON DISCRIMINATION AND HARASSMENT 

Procedure 

In the case of a discrimination or harassment matter, one or a combination of the 
following actions may be taken:  

1. Keep a record of events: include the names of people involved (eg witnesses). 
Records should focus on the facts of the situation (what happened, including 
dates and times, and, if possible, copies of any documents). Keeping a written 
record is advisable regardless of the course of action taken.  

2. Self-management: The complainant may decide to approach the bully/harasser 
directly and make a clear and polite request for the behavior to stop. 

3. Seek advice: from the Executive Officer (EO)and/or harassment contact officer. 
The EO or Contact Officer will discuss with the complainant the options available 
to them and assist in choosing the most appropriate course of action.  
Generally, a harassment contact officer is an appropriately skilled worker who 
takes on the role alongside their other responsibilities. A contact officer provides 
confidential assistance and support to those who believe they have been bullied.  
It is not usually the contact officer’s role to resolve the issue. A contact officer 
does not advocate or speak for the complainant, nor do they provide counselling 
or become involved in investigations.  

4. Formal complaint: Formal complaints may be made in writing, and should be 
addressed to the Executive Officer. Within one week of a formal complaint being 
received, the Executive Officer will forward the complaint, as well as report in 
writing on actions being taken to resolve the issue, to the Chair of the Board.  

o When the issue has been resolved, and no later than one month from the 
receipt of the initial complaint, the Executive Officer will provide a final 
written report of the issue, actions taken and outcomes, to the Board.  

o If the issue has not been satisfactorily resolved within one month of the 
complaint being lodged, the Executive Officer must report on its progress, 
in writing, to the Board Chair. The Executive Officer and Board Chair may 
deem it necessary to discuss any further actions that need to be taken, 
including investigation lead by a sub-committee of the Board. 

 If the Executive Officer is implicated or has a perceived bias, written 
formal complaints may be lodged by employees directly with a 
member of the Board. Board contact details should be available to 
the staff.  

 The written complaint will be forwarded to the Board Chair in the 
first instance, but no later than one week from receipt. 



9 

 

 On receipt of a written complaint that has been lodged directly with 
the Board the Chair will assign a sub-committee of at least three 
members, to investigate and take steps to resolve the issue. The 
sub-committee may take any actions deemed appropriate to 
resolve the dispute, including meeting with the Executive Officer 
and relevant staff as soon as possible, or recommending an 
independent third party for mediation. 
 

The timing for the above processing of formal complaints is independent of 
scheduled Board meetings.  

5. Investigation: Where a serious allegation has been made, an investigation will 
be carried out by the Executive Officer in the first instance. If the Executive 
Officer is implicated or has a perceived bias, a sub-committee of the Board will 
lead the investigation.  

o The investigation will focus on establishing whether or not the report is 
substantiated or there is not enough information to decide either way.  

o The principles of natural justice and the principles for addressing 
discrimination or harassment as stated above, will be followed.  

o At the end of an investigation, recommendations will be made about the 
measures that should be undertaken to finalise the matter. In some 
circumstances, an investigation may find a report is not substantiated and 
no further action can be taken. Where a report is substantiated, strategies 
to assist complaint resolution will be assessed.  

Situations where an investigation should be carried out include: 

o allegations involving senior staff/management 
o allegations covering a long period of time 
o allegations involving threats 
o allegations involving multiple employees 
o allegations involving vulnerable employees 
o when informal approaches have not worked. 

 

6. Discussion involving an independent third party: a neutral and independent 
person may assist resolution through a discussion of the issues. This person 
should be appointed by the sub-committee of the Board leading the investigation 
into a claim, in consultation with the EO, if appropriate. Both the party making the 
complaint, and those against who the complaint is made, are entitled to have a 
union representative or other support person with them during mediation 
meetings. Third parties must agree to abide by this policy.  (provide a list of 
suggested third parties) 
.  

7. External support: Seek professional counselling and/or advice. (Provide a lists 
of suggested agencies.) 

 



10 

 

At conclusion 

MA’AN Development Centre will ensure that the people affected by the behavior are 
satisfied their concerns have been dealt with satisfactorily. 

After addressing a specific discrimination or harassment issue, MA’AN Development 
Centre will examine the work situation to identify and address any underlying work 
environment risk factors present in the workplace. Potential risk factors can include: 
organisational change; negative leadership styles; lack of appropriate work systems; 
poor workplace relationships; and workforce characteristics.  

Where workplace Discrimination continues 

All attempts should be made using workplace procedures. If all the steps and processes 
provided in this document have been followed and the issue remains unresolved, 
another appropriate agency may be contacted. 

APPENDIX B 

Model protocol for starting the investigation of a complaint of (non-criminal) 

discrimination or harassment.  

This model protocol does not apply to the investigation of a charge of misconduct that 
would be, if true, a breach of discipline that would, if true, amount to a criminal offence.  

1. Meet the person named in a private place.  
2. Tell them they have been the subject of a complaint or accused of violence, 

discrimination or harassment.  
3. Give the respondent a copy of any written complaint. If it has not been written 

down, write down and read the details of the allegations to the respondent.  
4. Tell the respondent that this will be investigated according to the principles of 

natural justice, and that these include:  
a. Knowing the details of the allegations, and who made them 
b. Having the opportunity to respond to the allegations as outlined 
c.  An impartial independent and confidential process, and  
d. A fair hearing and a decision-maker who has not prejudged the issue.  

5. Reassure the respondent that natural justice principles also mean that they are 
presumed ‘innocent’ unless and until the facts show otherwise, and that the 
investigation will be proceeding on this basis. Caution the respondent about the 
need to maintain confidentiality. He or she is not to speak to others, in particular 
to any other person who might be named in the complaint, or other people in the 
workplace who would be influenced in their behavior if they know of it, about 
either the fact or the substance of the allegations made. This is in the 
respondent’s interests as well as the organisation’s, and the complainant’s.  

6. Caution the respondent that a breach of confidentiality carries serious personal 
consequences. They could be sued for defamation. There could be a further 
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complaint of victimisation. Such a breach would be serious misconduct and might 
result in disciplinary action up to and including dismissal.  

7. Tell the respondent that the complainant has the right to progress their complaint 
through an external legal body. 

8. Tell the respondent that in addition to MA’AN Development Centre’s legal 
obligation under occupational health and safety laws, WorkCover and anti-
discrimination law, MA’AN Development Centre has legal and personal 
responsibility for maintaining a work environment free from violence, 
Discrimination and harassment.( CHECK Palestinian Labor Law for relevance 
here)The respondent must understand the seriousness of the allegations and the 
need for the investigation.  

9. Tell the respondent who is to carry out the investigation and that they will be 
interviewed, in order to respond to the allegations outlined in the statement of 
complaint.  

10. The respondent must be told that he or she is entitled to have a support person 
present at that interview and they will have the same range of support and 
resources made available to them by MA’AN Development Centre as to the 
complainant during the investigation process.  

11. Give the respondent a written notice that details the date, time and venue of the 
proposed interview and the name of the person(s) who will interview him or her. 

12. The respondent should be told that, normally, further interviews of witnesses who 
can either substantiate or refute the allegations outlined in the complaint will be 
interviewed by the same person, immediately following the respondent’s 
response.  

13. A respondent should be invited to nominate such persons to be interviewed. He 
or she must not contact these persons themselves about the matter, or discuss 
any part of the process with them.  

14. The respondent should be told that any concerns or issues that arise out of this 
process can be raised confidentially with either the manager conducting this 
interview or by another named independent person.  

15. All those interviewed will be asked to sign a protocol to confirm that they have 
read and understood the outline of the investigation interview process. You 
should give a copy of it to the respondent.  

16. All matters relating to requests for documentation and administration of the 
interviews are to be handled by (name a person with central administrative 
responsibility in the office, or in the investigation team). The respondent should 
be reminded of this avenue.  

17. You should stress that the organisation takes the allegations seriously and 
expects that the respondent and witnesses will co-operate fully and truthfully with 
the investigation process.  

 
The respondent should be told that they are expected to conduct themselves in a  

manner that will not bring disrepute to either themselves or their employer, by engaging 
in behavior that cause a complaint of victimisation by the complainant or witnesses or 
potential witnesses. If they do, this might result in a disciplinary charge against them.  


