Fair Treatment checklist for managers

	 FORMCHECKBOX 

	1.
	Discuss the Fair Treatment Policy with staff and students in your area

	 FORMCHECKBOX 

	a
	Managers responsibilities under the Policy  

· To promote and discuss fair treatment and handle complaints

	 FORMCHECKBOX 

	b
	Staff and student rights under the Policy

· To study and work in a fair, safe and productive environment 

	 FORMCHECKBOX 

	c
	Staff and student responsibilities under the Policy include:

· To help create a Fair Treatment climate within the University by:

· speaking up, and making it clear when behaviour is unacceptable

· listening and responding when asked to modify behaviour

· supporting people who are affected by breaches of this policy and encouraging them to take action

· promoting mutual respect between individuals

· openly supporting and promoting this policy

· circulating this policy and making it clear to students and staff that compliance is obligatory (for educators and supervisors).

· completing the Equity and Diversity training program (for staff)

· To act with courtesy, fairness and equity

· To specifically not engage in the following behaviours: discrimination, harassment, bullying, vilification and victimization 

	 FORMCHECKBOX 

	d
	Encourage people affected by unfair treatment to talk directly to the person engaging in unfair treatment to explain to him/her how it impacts on them and to ask that they stop.

	 FORMCHECKBOX 

	e
	People often do not intend or realise effect of their behaviour, clarify types of behaviour that are not acceptable (the Fair Treatment pamphlet for Staff and Fair Treatment Guidelines for Staff provide definitions and examples).

	 FORMCHECKBOX 

	f
	Clarify complaints procedures for staff and students include:

· For staff – Staff Complaints Policy and Guidelines

· For students – Fair Treatment Guidelines for Students

	 FORMCHECKBOX 

	2
	Distribute pamphlets to staff and students and display posters in your area

	 FORMCHECKBOX 

	3
	Ensure that staff who manage/supervise staff or supervise/teach students are aware of their responsibilities to discuss and disseminate the Policy

	 FORMCHECKBOX 

	4
	Encourage staff to complete equity training (where appropriate) including EO Online, Equity in Recruitment Training and Cultural Awareness training

	 FORMCHECKBOX 

	5
	Undertake Fair Treatment manager and supervisor training

	 FORMCHECKBOX 

	6
	Ensure that new staff members and students are aware of their rights and responsibilities under the Policy.


Note: Consider the best method of disseminating the information; this will depend on the size of area and the number of work groupings.

