EQUAL EMPLOYMENT
OPPORTUNITY COMMITMENT
STATEMENT
To achieve our goal to be the best Council in Australia,
we need diversity in thought and experience.
Singleton Council has a contemporary workforce that
reflects the demographics of the community we serve,
and we believe our inclusive and collaborative culture
contributes to our success.

FOR MORE INFORMATION
CONTACT SINGLETON COUNCIL
T 02 6578 7290 E ssc@singleton.nsw.gov.au
W singleton.nsw.gov.au

Singleton Council’s Equal Employment Opportunity
(EEO) Management Plan 2018-2021 sets out Council’s
commitment to providing a workplace that is free from
discrimination and harassment and provides equal
employment opportunities to current and prospective
employees.
The implementation of this plan will continue to support
initiatives that ensure Singleton Council has a diverse and
engaged workforce in order to provide the best possible
service to our Community.
I am pleased to endorse Singleton Council’s EEO
Management Plan for 2018-2021 and have no doubt
all employees will comply and actively contribute to the
effective implementation of the EEO Management Plan.
I am proud of how much we have already achieved, and
encourage you all to continue to pave the way for diversity,
inclusion and equal opportunities in keeping with making
Singleton Council a great place to work.

JASON LINNANE
GENERAL MANAGER

CONNECT WITH US

EQUAL EMPLOYMENT
OPPORTUNITY
MANAGEMENT PLAN

EEO STRATEGY | 2018-2021
ACTION

PERFORMANCE INDICATORS
•

Collect and record EEO data

•
•

EEO survey undertaken annually and record in
information system
New staff receive EEO data form as part of the on
boarding experience
Recording of EEO information into information system

RESPONSIBILITY

EEO data collected and analysed for reporting
specifications as required in Council’s Annual Report

Organisation Development

Review the Equitable Workplace Protocol every
two years

The protocol is reviewed by the Leadership Team and Staff
Consultative Committee every two years

ELT, Leadership Team, Staff
Consultative Committee and
Organisation Development

Promote the Employee Assistance Program
(EAP) to staff through communication strategies,
education initiatives and induction

Information about EAP is provided at induction and
accessible via intranet and pamphlets/posters

Directors, Managers and
Organisation Development

•
•

Inform Directors, Managers and People Leaders of
legislative changes
Review and update relevant procedures when
legislative changes occur

Organisation Development

Appoint Workplace Contact Officers within Council
and provide all contact officers with training

Workplace Contact Officer network in place and training
provided

Staff Consultative
Committee and Organisation
Development

Ensure all staff involved with recruitment and
selection processes are trained in merit based
selection and EEO requirements

Recruitment and Selection Training conducted as required

Organisation Development

Monitor workplace grievance and disputes to
identify and appropriately action any issues or
trends in relation to EEO and diversity

Identification of any trends

Organisation Development

Conduct EEO awareness training courses as
necessary and include EEO principles in other
relevant training

EEO awareness courses offered and other employee
training incorporates EEO principles

Organisation Development

Provide annual update of key trends and
achievement of EEO Management Plan to ELT,
the Leadership Team and Staff Consultative
Committee

All employees aware of EEO Management Plan
achievements and key trends

Organisation Development

For more information contact Singleton Council

2019/2020

Organisation Development

Annual EEO workforce profile data to be reported

Keep abreast of current EEO-related legislative
changes and update relevant procedures and
communicate key changes

2018/2019

T 02 6578 7290 E ssc@singleton.nsw.gov.au W singleton.nsw.gov.au
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Background
Title of the Protocol and Commencement Date
Singleton Council (“Council”) introduced a Harassment Free Workplace Policy in
1998, which outlined Council’s commitment to a workplace free from harassment,
discrimination and bullying.
In 2002, an Equity and Diversity Policy was also introduced to provide a working
environment based on equal opportunity and to develop a culture of respect.
The Respectful Workplace Protocol was introduced on 1 April 2015 with the aim of
combining the above principles into one document.
This Equitable Workplace Protocol takes effect from 19 April 2017 and supersedes all
previous documents on this topic. It was reconfirmed on 21 August 2019.
Purpose of the Protocol
The purpose of this Protocol is to describe the standard of behaviour expected from
Council employees to ensure that we maintain a respectful workplace free from
discrimination, bullying, harassment, including sexual harassment, vilification and
victimisation.
This Protocol aims to:
•

Recognise the unique capabilities, experiences and characteristics of our
employees. Council values and celebrates diversity and is committed to providing
a safe and respectful environment in which to work.

•

Explain that Council’s management policies and practices will foster and reflect
an inclusive culture free from bullying, harassment and discrimination.

•

Demonstrate Council’s commitment to condemn any unwelcome or unfair
treatment. This includes any form of bullying, harassment (including sexual
harassment), discrimination, victimisation and vilification by any member of
Council staff in their interactions with other members of staff, or whilst involved in
Council related activities.

•

Apply the values of integrity, respect, excellence, innovation and enjoyment (as
outlined in Council’s Organisational Values and Behaviours) and detail the
behavioural standards required to provide a work environment where all Council
employees abide by and act in accordance with those values and with Council’s
Code of Conduct.

Objective
Objectives and Coverage of the Protocol
Council is committed to a workplace in which all staff are treated fairly, equally and
respectfully in a harassment and discrimination free environment. Council values,
understands and promotes diversity and equal employment opportunity in the
workplace.
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Application
Application of this Protocol
All employees, volunteers and contractors of Singleton Council are covered under this
Protocol and Council’s Code of Conduct.

Definitions
For the purposes of this Protocol:
Term

Meaning

Adverse action

Doing, threatening or organising any of the following:
Dismissing an employee
Injuring an employee in their employment
Altering an employee’s position to their detriment
Discriminating between one employee and other
employees
Refusing to employ a prospective employee
Discriminating against a prospective employee on
the terms and conditions in the offer of employment

Bullying

Repeated unreasonable behaviour by an individual or
group of individuals towards a worker (or group of workers
to which the worker is a member), where the behaviour
creates a risk to their health and safety whilst in the
workplace. There is no requirement that bullying be
intentional.

Council

Singleton Council

Direct discrimination

When someone is treated unfairly because of their
protected attribute, compared to someone else who does
not have that characteristic, in the same or similar
circumstances.

Discrimination

When someone is treated less favourably or unfairly
because they belong to a particular group or have a
particular protected attribute.

The principle of recognising and valuing diversity in the
Equal Employment
workplace which aims to ensure fair and equitable
Opportunity (EEO)
outcomes in all areas of employment.
LT

Harassment

Leadership Team
A type of discrimination and is any form of behaviour
directed towards another person that a person:
does not want;
finds offensive, humiliating or intimidating;
creates a hostile environment, and
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targets them on the basis of their protected
attribute/s.
Indirect
discrimination

When there is a requirement or rule that is the same for
everyone but in effect disadvantages people from a
particular group more than people from other groups
- unless the requirement is reasonable in the
circumstances.

HR

Human Resources Team

Protected attributes

Unreasonable
behaviour

For the purposes of this protocol, the protected attributes
as defined by law is based on a person’s:
race
sex
sexual orientation
transgender status
infectious disease
age
physical or mental disability
marital or domestic status
family or carer's responsibilities
pregnancy or breastfeeding
religion
political opinion
national extraction
social origin.
Behaviour that a reasonable person, having regard to all
the circumstances, would expect to victimise, humiliate,
undermine, intimidate or threaten. Single incidents of
unreasonable behaviour can also create a risk to health
and safety and may escalate into bullying.

Victimisation

Behaviour that harasses or treats unfairly an individual or
a group of people, who has made a complaint to an
employer or another person or an external agency, about
bullying, discrimination or harassment; or who has
supported someone with a bullying, discrimination or
harassment complaint; or who has or may act as a witness
in a bullying, discrimination or harassment case.

Vilification

An act of hatred, or the incitement of others to act in hatred
against a person or group of people because of their race,
sexual preference, transgender status, religion, HIV/AIDS
status or disability.

Principles
The following principles will be implemented through Council’s Organisational Values
and Behaviours:
Integrity: We act with commitment, trust and accountability.
Respect: We are open, honest, inclusive and supportive.
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Excellence: We strive to achieve the highest standards.
Innovation: We are creative, progressive and strategic.
Enjoyment: We promote a harmonious, productive and positive workplace.

5.1

•

We will promote professional, respectful behaviour in the workplace at all times.

•

We will recruit new workers fairly, on the basis of merit, that is, the person who is
the best person for the job will get the job.

•

We will take particular care to make sure that groups who have been
disadvantaged in the past in many workplaces (for example, women, people from
racial minorities, people with disabilities, older workers and younger workers) are
not disadvantaged at Singleton Council. If we think it will make our workplace
fairer for them and for everyone else, we may provide specific opportunities for
people from one or more of these previously disadvantaged groups.

•

We will take particular care to make sure that we do not discriminate against
workers or job applicants who have either a temporary or permanent physical,
intellectual or psychiatric disability or illness.

•

We will not tolerate any type or form of harassment or discrimination that is
against the law in our workplace.

•

We will not tolerate bullying, psychological, physical, cyber or any other type of
bullying that is against the law in our workplace.

•

We will ensure all management practices (including reward & recognition,
performance management and learning & development) are carried out in
accordance with this Protocol and the principles within.

•

We will not directly or indirectly discriminate based on anyone’s protected
attribute or any other reason that is against the law in our workplace.

Types of inappropriate workplace behaviour
5.1.1

Workplace Bullying

Workplace bullying is repeated, unreasonable behaviour directed towards a person or
group of people that creates a risk to health and safety.
Council’s Code of Conduct provides specific examples of ‘bullying behaviour’.
Generally workplace bullying meets the following criteria:
•

It is repeated – that is, it is persistent in nature and can be a range of behaviours
that occur over time;

•

It is unwelcome and unsolicited;

•

The recipient considers it victimising, humiliating, undermining or threatening;

•

A reasonable person would consider the behaviour victimising, humiliating,
undermining or threatening.

Council’s Code of Conduct outlines specific examples of bullying behaviour, including
but not limited to:
•

aggressive, threatening or intimidating conduct;
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•

belittling or humiliating comments;

•

spreading malicious rumours;

•

teasing, practical jokes or ‘initiation ceremonies’;

•

exclusion from work-related events;

•

unreasonable work expectations (too much or too little, below or beyond a
workers’ skill level);

•

displaying offensive material; or

•

pressure to behave in an inappropriate manner.

Appropriate management actions are a necessary function of all workplaces. It is
reasonable for People Leaders to allocate work and give feedback on an employee’s
performance. These actions are not considered to be workplace bullying and
harassment if they are carried out lawfully and in a reasonable manner, taking the
particular circumstances into account.
Council’s Code of Conduct contains specific examples of ‘reasonable management
actions’, including but not limited to:
•

allocating job-appropriate work to staff;

•

setting reasonable performance goals, standards and deadlines;

•

rostering and allocating reasonable working hours to meet organisational
requirements;

•

transferring a worker for operational reasons;

•

providing constructive feedback;

•

legitimately exercising a regulatory function;

•

legitimately implementing a Council policy or process;

•

making decisions on who is and is not selected for promotion, where a
reasonable process is followed;

•

providing reasonable comment, advice, training or performance management
action regarding unsatisfactory work performance and/or behaviour;

•

implementing organisational changes or restructuring;

•

difference of opinion between individuals; or

•

taking reasonable disciplinary action, including suspension or terminating
employment, carried out in a fair and respectful manner and in accordance with
Council’s procedures.

5.1.2

Discrimination

Discrimination is when an individual or group of people are treated unfairly or less
favourably than another person or group, because they belong to a particular group or
have a particular characteristic. It may be direct, for example when a person is treated
unfairly compared to another person in the same or similar circumstances, or, indirect,
for example, where policies, rules or practices that appear neutral or impartial,
disadvantage an individual or group, unless that policy, rule or practice is ‘reasonable
in all the circumstances’.
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5.1.3

Unlawful Discrimination

Unlawful Discrimination is when an employer takes “adverse action” against a person
who is an employee or prospective employee because of race, colour, nationality or
ethnic origin, religion, sex, pregnancy (actual, presumed and/or breastfeeding), marital
status, age, physical or mental disability, sexual orientation, transgender status, carer’s
or family responsibilities, trade union activity or association, political opinion or
irrelevant criminal record or some other characteristic specified under antidiscrimination or human rights legislation.
5.1.4

Harassment

Harassment is a type of discrimination and means any unwelcome behaviour that
intimidates, offends, or humiliates, an individual, or group of people, and occurs
because of race, colour, nationality or ethnic origin, religion, sex, pregnancy (actual,
presumed and/or breastfeeding) marital status, age, physical or mental disability,
sexual orientation, transgender status, carer’s or family responsibilities, trade union
activity or association, political opinion or irrelevant criminal record or some other
characteristic specified under anti-discrimination or human rights legislation.
5.1.5

Sexual Harassment

Sexual harassment is a type of harassment and means any unwelcome sexual
advances, unwelcome requests for sexual favours, or other unwelcome conduct of a
sexual nature where a reasonable person would have expected you to be offended,
humiliated or intimidated by this behaviour.
5.1.6

Vilification

Vilification means an act of hatred, or the incitement of others to act in hatred, against
a person or group of people because of their race, sexual preference, transgender
status, religion, HIV/AIDS status or disability.
5.1.7

Victimisation

Victimisation means behaviour that harasses or treats unfairly an individual or a group
of people, who has made a complaint to an employer or another person or an external
agency, about bullying, discrimination or harassment; or who has supported someone
with a bullying, discrimination or harassment complaint; or who has or may act as
a witness in a bullying, discrimination or harassment case.

Confidentiality
All Council staff have rights and responsibilities in relation to confidentiality. Information
about a bullying, discrimination, harassment, including sexual harassment, vilification
and victimisation concern should only be provided on a legitimate concern and to the
relevant parties in accordance with the Grievance & Dispute Resolution Procedure.
There are some circumstances where it will be appropriate for Council to disclose
information and not to maintain confidentiality. That is, where:
•

There is serious risk of safety to an employee or other person;

•

The conduct is reportable and Council has a mandatory requirement to report
it;
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•

Information is required to be released due to a court proceeding;

•

A third party is required to conduct an independent investigation;

•

A crime or fraud has been committed.

Prevention
Council is committed to providing a safe and equitable workplace by educating and
providing resources to all staff on appropriate conduct at work. Council provides
mandatory Code of Conduct and Dignity and Respect at Work training courses to all
staff on an annual basis.
Council will ensure that all staff are informed and educated on this Protocol to prevent
all forms of bullying, discrimination, harassment, sexual harassment, vilification and
victimisation.

Raising Concerns and Accessing Support
Staff may access our Employee Assistance Program (EAP), a free and confidential
service that provides counselling, advice and support. Detailed information about EAP
may be obtained from your People Leader, the Human Resources (“HR”) team or is
also available on Council’s internal Intranet.
Where staff members feel confident to do so, Council encourages them to speak
directly with the perpetrator of bullying, discrimination, harassment, unwelcome or
unfair behaviour and request that they stop. Alternatively, persons may address their
concerns as appropriate with their People Leader and/or HR.
Suspected incidence of workplace bullying, discrimination, harassment, vilification or
victimisation will be managed in accordance with the Grievance & Dispute Resolution
Procedure.

Relevant Legislation
This Protocol complies with legislation as set out in:
•

Age Discrimination Act 2004 (Commonwealth)

•

Anti-Discrimination Act 1977 (NSW)

•

Australian Human Rights Commission Act 1986 (Commonwealth)

•

Disability Discrimination Act 1992 (Commonwealth)

•

Fair Work Act Australia 2009 (Commonwealth)

•

Local Government (State) Award

•

Local Government Act 1993 (NSW)

•

Racial Discrimination Act 1975 (Commonwealth)

•

Sex Discrimination Act 1984 (Commonwealth)

•

Workplace Gender Equality Act 2012 (Commonwealth)
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Related Documents
Related documents, listed in Table 10-1 below, are internal documents directly related
to or referenced from this document.
Number

Title

POL/1011.9

Code of Conduct

18/37197

Equal Employment Opportunity (EEO) Management Plan
2018-2021

14/7406

Grievance & Dispute Resolution Procedure

15/16805

Organisational Values & Behaviours
Table 10-1 – Related documents

Responsible Officer/Protocol Owner
Ownership of this Protocol rests with the Manager Human Resources.

Responsibilities
Parties or Persons

Responsibilities

Leadership Team
(LT)

•
•
•
•
•
•
•
•
•

People Leaders

•
•

•

Approve the Protocol as amended from time to time.
Ensure effective implementation across Council.
Hold staff accountable where the processes outlined
have not been followed.
Lead by example and promote and model respectful,
professional behaviour in the workplace at all times.
Ensure their teams understand and follow established
policies and procedures with regard to respect, diversity
and inclusiveness, and fair treatment.
Ensure their teams understand Council’s values and
Code of Conduct.
Take all complaints seriously and handle them
promptly, impartially and confidentially.
Take early corrective action to deal with behaviour
which may be offensive or intimidating to some workers.
Not tolerate discrimination, bullying or harassing
behaviour in your team.
Take steps to identify and eliminate hazards in the
workplace.
Treat all complaints seriously and quickly respond to an
alleged complaint or any change in employee/team
behaviour that could indicate bullying or harassment is
occurring.
Keep diary notes of any meetings, interviews,
counselling or other face to face communications with
any person relating to a bullying, harassment,
discrimination or EEO matter, including names,
location, time, dates, matters discussed/decided and a
record of proceedings.
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•
•

•
•
•
Human Resources

•
•
•
•
•
•
•
•
•

Employees

•

•
•
•

Raise any concerns of a serious nature to a higher level
of management, HR through the Grievances and
Dispute Procedure, if unsure how to respond.
People Leaders who fail to respond appropriately may
be subject to disciplinary action in accordance with the
misconduct, and sanctions may include a warning,
counselling, or disciplinary action including termination
of employment.
Provide support and advice to People Leaders when
dealing with alleged EEO, discrimination or harassment
issues covered in this Protocol.
Co-ordinate the EEO function within Council.
Ensure that the procedure is consistent with legal
requirements.
Ensure effective implementation of this Protocol across
Council, including providing necessary training to all
staff.
Recommend
upgrades
to
the
Protocol
as
circumstances warrant.
Ensure that consultation occurs with LT and the Staff
Consultative Committee prior to the introduction of
changes to this procedure.
Treat all colleagues and the diverse community you
serve fairly and with respect.
Ensure their own behaviour is appropriate and in
accordance with Council’s values and relevant
procedures.
Value the different contributions people can make to
their team.
Remove unfair and inappropriate barriers to workplace
participation.
Meet organisational needs through the effective
implementation of flexible work practices.
Prevent all forms of discrimination and harassment in
the workplace.
Immediately attempt to stop if possible, and/or report
any type of unfair treatment, discrimination,
harassment, bullying or victimisation you witness or are
told about to your supervisor or Manager, having regard
for your own safety.
Stop their behaviour immediately and apologise if
somebody indicates that they feel uncomfortable with
the behaviour.
Ensure that they comply with the requirements of the
protocol.
Support other staff members who are experiencing any
type of bullying, harassment, discrimination, unwelcome
or unfair treatment or behaviour and/or encourage and
assist them to raise their concerns through the
appropriate processes and procedures relating to this
Protocol.
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Approval
As per cover sheet.

Monitoring
This protocol will be monitored by the Manager Human Resources to ensure
compliance.

Review
This Protocol, once adopted, is to remain in force until it is reviewed by LT. This
Protocol is to be reviewed approximately every two (2) years to ensure that it meets
legislative requirements.

Breaches and Sanctions
Non-compliance with the provisions of this Protocol is a serious matter and will be
referred to the General Manager for appropriate action, which may result in a warning,
counselling, or disciplinary action including termination of employment.
Breaches of this Protocol may also result in referral to, and action being taken by,
a statutory authority and/or agency.

Variations
Singleton Council reserves the right to vary, replace or terminate this Protocol, from
time to time, following consultation with the Staff Consultative Committee.
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Alison Bodiam
From:
Sent:
To:
Cc:
Subject:
Attachments:

Alyssa Mason <coordinator@lgprofessionals.com.au>
Tuesday, 14 July 2020 1:56 PM
Deborah McDonald
Aaron Lucas
Congratulations
2020 Excellence Awards - WINNER.jpg; 2020 Excellence Awards - WINNER.png

HiDeborah

Congratulationstoyourselfandtheteamonwinningthepopulationunder60,000ExcellenceinPeopleandCulture
category.Thejudgeswereextremelyimpressedwiththesubmission.

Asthewinner,wewouldloveifyoucouldpleaseshareashortstatement(2Ͳ3sentences)abouttheSwellProgram
thatwecanshareonourwebsite.

Ifyoucouldpleasesendthroughthestatementbyendofdaythatwouldbegreatlyappreciated.

WewouldalsoliketogiveSingletonCounciltheopportunitytohostawebinarWednesdayabouttheproject,howit
cameaboutandhowtheteamsuccessfullyexecutedit.Ifthisissomethingyou’reinterestedinpleaseletour
membershipmanagerAaronLucasknow.

Attachedisthewinnerlogothatyou’remorethanwelcometouse.

Congratulationsagainonsuchanamazingsubmission!

Alyssa Mason
EVENTS COORDINATOR
LocalGovernmentProfessionalsAustralia,NSW
P0282971213|F0292626705
Level10,22MarketStreet,SydneyNSW2000
e:coordinator@lgprofessionals.com.au|www.lgprofessionals.com.au
Office Hours: Monday – Thursday 9am – 4pm









1

“Swell focuses on enhancing the work health, safety and
wellbeing of our people by preventing harm, promoting
good health and creating a sense of community across
our workforce.
“The individual, organisational and societal benefits of
being engaged in safe work are clear. Focusing on the
health, safety and wellbeing of our people strengthens
our capacity to provide high quality and responsive
services to the Singleton community.

Singleton Council’s Integrated Risk Management and
Human Resources teams have combined our workplace
safety and employee wellbeing programs to bring us
Swell, an innovative approach to safety and wellness that
prevents harm, promotes health and supports workers.
Swell aligns physical and mental health, safety and
wellbeing under Council’s existing corporate wellness
program pillars of heart, mind and body.
Deb McDonald, Manager Integrated Risk, said work
workplace health, safety and wellbeing is everyone’s
responsibility.
“We all play a role in knowing our workplace and working
collaboratively to ensure that it is safe and healthy,” she
said.
“The Swell program is designed to look after everyone in
our workforce from a whole person perspective.

ESPire

“Leadership direction and accountability, building
the capability of our people leaders, designing good
work and providing systems and supports to identify,
understand and manage our risks are all considered in
the development of this integrated approach to drive work
health, safety and wellbeing outcomes.”
One major focus of the program is mental health and
wellbeing, with an industry-leading program to make
the fourth Tuesday of each month an organisationwide mental health awareness day, comprising hourlong information sessions for people leaders featuring
different speakers and topics. The first will be held on
Tuesday 23 July, with a Mental Health at Work session to
be facilitated by SafeWork NSW.
Some sessions will be available to all staff and the
activities will include RUOK Day, World Mental Health
Day, and a special installment in October as part of this
year’s Survivor Singleton for Safe Work Month.
Greater awareness of Council’s Mental Health First
Aiders is also pivotal to Swell, with our accredited mental
health first aiders to be recognisable by custom shirts
featuring the mental health first aider logo.

IRM & HR TEAMS
CO M B I N E TO I N T RO D U C E
N E W PRO G R A M
And to reinforce the importance of mental health
wellbeing to Singleton Council as an organisation, a
Swell leave day for all staff will be introduced, allowing
staff one day of leave to focus on their mental wellbeing
– whether it’s a pyjama day and Netflix binge, a massage
or a round of golf.
Alison Bodiam, Interim Manager Human Resources said
four fundamental principles underpin the Swell program.
“The programs is all about making our senior leaders
accountable for driving health, safety and wellbeing
performance; our work and workplaces must prevent
harm, promote health and wellbeing and support our
people to participate fully and perform at their best; our
people are our greatest asset; and the health, safety
and wellbeing of our people are not only our legal
responsibility, but also our moral one.
“The health, safety and wellbeing of our people is
fundamental to Council’s pursuit of excellent in our
service delivery to the Singleton community, and
the program has been designed to deliver improved
engagement, participation and productivity of our people
through an integrated work health, safety and wellbeing
approach.”

“

The individual, organisational
and societal benefits of being
engaged in safe work are clear.
Focusing on the health, safety
and wellbeing of our people
strengthens our capacity
to provide high quality and
responsive services to the
Singleton community.

s i n g l e t o n . n s w. g ov. a u
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MENTAL HEALTH AWARENESS SWELLS
Representatives from SafeWorkNSW have praised Singleton
Council’s Swell program as a great initiative and a unique
approach to proactively targeting mental health at work at the
program’s launch on Tuesday.

look inside someone’s mind to see how they’re tracking.

Named for “safe and well at Singleton Council”, Swell aligns
our WHS system and corporate wellness to “look after our
people from a holistic point of view”.

“And it’s equally important that to be effective people leaders,
we have to be in a good head space ourselves.”

And while the program will target our minds, bodies and
hearts, the next 12 months will see a greater focus on
creating a mentally healthy workplace, with a full 12-month
program to underpin the mind pillar including a targeted
mental health awareness day across the organisation on the
fourth Tuesday of each month.
The program began on Tuesday with a presentation by
SafeWork NSW to all people leaders, focusing on the
increasing prevalence of mental health issues and resources
available. Statistics show 1 in 6 workers are experiencing
mental health issues right now, and 45% of Australian adults
experience mental health issues.
“The Government has identified that mental health is
something that is increasing,” SafeWorkNSW Assistant State
Inspector Michael Tilden said.
“There’s no text book to pick up to manage that - you can’t

ESPire

“It’s really important as people leaders to have the tools in
place to lead from the forefront.

Michael said there were a range of simple things teams could
do to promote mental health, including getting to know our
colleagues or taking walking meetings.
There were also a range of free resources including
the HeadGear mental fitness app, a 30-day program
that provides a score on how you’re tracking and some
suggestions for improvement, as well as websites such as
www.5waystowellbeing.org.au
Human Resources Acting Manager Alison Bodiam said we all
have a responsibility to create a mentally healthy workplace
for our people.
“We’re off to a fantastic start - the launch for our Swell
program provided our people leaders with a presentation
from SafeWork who talked about the devastating effects of
psycho social issues such as bullying in the workplace, as
well as lots of tips and tools and to take away to help create
our mentally healthy workplace,” she said.

SafeWorkNSW representatives joined our HR and IRM teams on Tuesday to launch SWELL.

WRHS GIVE THANKS TO COUNCIL STAFF
DONATIONS
There was no emergency, but plenty of appreciation when
representatives from the Westpac Rescue Helicopter
Service attended Singleton Council’s bimonthly staff
morning tea last week.
Flight veteran Graham Nickisson and fellow Community
Liaison Officer Graeme Rowe were on hand to say
thank you to staff who make a weekly donation to the
organisation’s charity of choice.
But Council’s General Manager Jason Linnane said it was
also an opportunity for the community to say thank you
to the Westpac Rescue Helicopter for the vital service it
provides to the people of Singleton.
Well-known Westpac crew member Graham, who in 38
years made many visits to Singleton, said he wished he’d
landed his career to take on the Community Liaison Role
sooner.
He told staff he was on the scene for the Kempsey bus
crash, the Newcastle Earthquake and when the Pasha
Bulker washed up on Newcastle Beach. His last flight was
in October 2018, when he responded to a car accident
at Scone but was forced to land in Singleton because of
inclement weather conditions.

“When we go to speak groups there’s always someone who
knows someone who has used the service,” Graham said.
Newly-appointed Westpac team member Graeme Rowe
said visits to workplaces were an important part of the job.
“We visit a lot of worksites and I guess it’s about supporting
the people who support us,” he said.
“If it wasn’t for the people who put their hands in in their
pockets every week, we wouldn’t be here to provide the
service.”
General Manager Jason Linnane said he was proud to host
Graham and Graeme at this morning’s staff event.
“It’s a cause I’m proud to support personally every week
because it’s an insurance policy for me, my friends and
family,” he said.
“Collectively, the support our workforce provides to this
vital service is another example of how we’re creating
community.”
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Graham and Graeme from WRHS with General Manager Jason Linnane, HR Advisor Kim Browne and Deputy Mayor Tony Jarrett

Do you need a swell day?
Did you know that Council offers leave to enable us to improve our health and wellbeing? Whether it be to finally
get that filling in your tooth, a remedial massage to fix that tweak in your back or to give blood, there is up to two
days per year leave available.
With the successful implementation of the SWELL program
earlier this year, our HR team has relaunched Health and
Wellbeing leave to include mental health leave as well.
Our HR Manager Alison Bodiam said while Health and
Wellbeing leave was introduced under the Local Government
award several years ago, Council had opted to introduce
mental health leave, or SWELL leave, as part of Council’s
focus on the whole person.
“Eligible employees are entitled to two days leave from their
sick leave balance to participate in a health and wellbeing
activity,” Alison said.
“Traditional health and wellbeing activities can include
specialist appointments, ultrasounds, dentist appointments,
skin checks, blood donation, physio appointments and even
remedial massage.
“But we know that for our people to be their best, they need
to have the opportunity to proactively manage not only their
physical health, but their mental health as well.
“SWELL days can be planned or unplanned, and there is
no one way to spend a mental health day. Maybe what you
need is to catch up on sleep, see a friend, chill out or attend
a yoga class.

“If you have a day off, you can take that time to nurture
yourself, be kind to yourself or maybe get some exercise.
And if self-care activities don’t cut it, mental health days
are a great opportunity to touch base with a healthcare
professional.
“We encourage everyone to take the opportunity for some
self-care. If it is planned, please ensure you have gained
approval in advance from your people leader. But don’t forget
this is also an avenue to take a day unplanned, if and when
you need it.
“The leave is available to all full-time, part-time and fixedterm contracted staff who have at least two weeks sick leave
available to them.”
If you need a SWELL day to recharge the batteries and get
yourself sorted, it’s easy to apply. Simply have a chat to your
people leader and complete a leave request form, either
online through the employee kiosk in Authority or via the
form. For those unplanned SWELL days, please call your
people leader prior to the start of your ordinary shift and
simply let them know that you are taking a SWELL day. The
leave request must be completed on your return.

HR Advisor (Learning) Pam Adams and Senior HR Advisor Courtney Page

Work health, safety and wellbeing is swell for everyone at Singleton Council
A year since Singleton Council’s Integrated Risk Management and Human Resources teams
combined to introduce SWELL, an innovative approach to safety and wellness designed to
create a work environment where our people can thrive, perform at their best and contribute
fully to the workplace and the broader community, monthly sessions have targeted
everything from dealing with stress and resilience to the benefits of good nutrition.
SWELL – which means safe and well at Singleton Council - aligns mental and physical
health, safety and wellbeing under Council’s existing corporate wellness program pillars of
heart, mind and body, promoting work health, safety and wellbeing as everyone’s
responsibility.
A major focus is on mental health and wellbeing, with an industry-leading program to make
the fourth Tuesday of each month an organisation-wide mental health awareness day,
comprising hour-long information sessions for people leaders and staff featuring different
speakers and topics.
Deborah McDonald, Manager Integrated Risk, said the collaborative approach was aimed to
ensure everyone is working together to ensure our workplace is healthy and safe, even
beyond the usual workplace health and safety considerations.
The program is underpinned by four key principles:
• helping senior leaders be accountable for driving health, safety and wellbeing
performance;
• ensuring our work and workplaces prevent harm, promote health and wellbeing and
support our people to participate fully and perform at their best;
• recognising our people are our greatest asset; and
• acknowledgement that the health, safety and wellbeing of our people are not only our
legal responsibility, but also our moral one.
“The SWELL program helps focus our efforts as a service to share and learn from our
experiences to continually improve Singleton Council’s workplaces and the services we
deliver to the community,” Ms McDonald said.
“The individual, organisational and societal benefits of being engaged in healthy and safe
work are clear. Focusing on health, safety and wellbeing of our people strengthens our
capacity to provide high quality and responsive services to the Singleton community.
“Leadership direction and accountability, building the capability of our people leaders,
designing good work and providing systems and supports to identify, understand and
manage our risks are all considered in the development of this integrated approach to drive
work health, safety and wellbeing outcomes.”
The program is further enhanced by accredited Mental Health First Aiders, Council’s
recognition as the first NSW council to gain gold accreditation under the Mental Health First
Aid Australia skilled workplace program, and reinforced by the introduction of SWELL leave
allowing one leave day for all staff to focus on their own wellbeing – whether it be a pyjama
day and Netflix binge, a massage or a round of golf.
“The health, safety and wellbeing of our people is fundamental to Council’s pursuit of
excellence in our service to the Singleton community, and the program has been an effective
channel to improve staff connectedness, engagement, participation and productivity through
an integrated approach,” Ms McDonald said

Award winning approach to health and wellbeing
In the same week as Singleton Council was recognised as a finalist in the Australian HR
Awards for health and wellbeing, the organisation’s place as an industry-leader has been further cemented with the Swell program winning the 2020 LG Excellence Awards in the People
and Culture category (population under 60,000).
It’s been just over a year since our Integrated Risk Management and Human Resources teams
combined to introduce Swell, an innovative approach to safety and wellness designed to create
a work environment where our people can thrive, perform at their best and contribute fully to the
workplace and the broader community, with sessions that have targeted everything from dealing with stress and resilience to the benefits of good nutrition.

Our Manager Integrated Risk Deb McDonald said the award was well-deserved recognition of
what we as an organisation are doing for our people.
“Without the support of leadership and the help from other business units, the Swell program
would be just another good idea that went begging,” she said.
“Our program is about making our people our priority. It focusses on caring for and supporting our
people to the best of our ability, giving them skills and knowledge that they can apply at work and
at home to be the best version of themselves. It’s a structured, multi-faceted program that aims to
make a difference.”
Manager HR Alison Bodiam said the health, safety and wellbeing of our people was fundamental
in Council’s pursuit of excellence in our service to our community.
“The program has been a really effective channel to improve staff connectedness, engagement,
participation and productivity through an integrated approach,” she said.
“It’s a fantastic program worthy of recognition, and again demonstrates the talent and expertise
of the people who work at Singleton Council and how we’re all working together to support each
other.”
The Swell team don’t intend to rest on their laurels, with a suite of initiatives planned in 2020/21 to
grow the program. Leadership are currently reviewing the program of guest speakers and activities
to ensure the program continues to help you to improve your mental and physical health and wellbeing, and a session has already been scheduled for 28 July and is open to all staff. Stay tuned for
an e-mail with more details next week.
This is the second year in a row that Council has won an LG Excellence Award, with Safety SURVIVOR Singleton taking home a trophy in 2019

S ES S IO N S
9.30AM > 10.30AM
Dedicated people leaders
session you will receive an
ELMO notification soon

The sessions will show the alignment of sleep
hygiene and gut health in the mental health and
wellbeing state and how managing these areas of
a person’s life can contribute to positive mental
health.
THURSDAY 12 SEPTEMBER | CIVIC CENTRE FOYER

FACILITATED BY ETHOS

11AM > 12PM
Open to all staff, no need to
book in please come along
1.30PM > 2.30PM
Open to all staff, no need to
book in please come along
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FOR PEOPLE LEADERS

PROMOTE A POSITIVE CULTURE
99 Prioritise your team’s wellbeing
99 Foster a trusting, fair and respectful culture
99 Display open and honest leadership
99 Design jobs that match roles to skills and

abilities, ensure physical safety and offer working
arrangements that suit workers

99 Manage pace and workload
99 Offer employee development opportunities
99 Allow workers inclusion and influence

99 Promote information, education and programs to
your team

{{ Model the behaviours you expect of your team
including self-care

{{ Let your workers know what to do if they have
concerns in the workplace

{{ Respond to concerns promptly and seek
constructive solutions

{{ Provide clear information on induction about
expectations and processes

PREVENT PSYCHOLOGICAL HARM
99 Assess and understand factors which could affect

the mental health of your team and consult with them
to control the risks

99 Maintain, monitor and review the controls to ensure
they remain effective

Some factors to consider include:

{{ High or excessive job demands
{{ Working extended hours
{{ Not taking lunch breaks
{{ Workers having little say in their job
{{ Workers not involved in decision making

{{ Inadequate support from co-worker/ people leader
{{ Inadequate equipment or resources
{{ Conflict between workers and workgroups
{{ Discrimination, harassment, bullying or
unreasonable behaviour

{{ Conflicting job roles and responsibilities
{{ Uncertainty about expectations
{{ Poor change management
{{ Low recognition and reward
{{ Inconsistency in implementing procedures

SUPPORT YOUR PEOPLE
99 Treat all mental health concerns seriously,

respectfully, sensitively, impartially and confidentially

99 Take action to resolve any work related issues when
identified, this action may include:

99 Have a conversation when a team member may be

{{ Provide access to meeting rooms or quiet spaces

99 Encourage early intervention through of the

{{ Plan workforce demands

struggling. Listen without judgement

Employee Assistance Program (EAP), Mental Health
First Aiders, Health and Wellbeing leave or flexible
work arrangements

99 Make reasonable adjustments or modifications to
work and the work environment

{{ Make timeframes reasonable and achievable
{{ Discuss flexible work arrangements where possible
{{ Engage workers in decision making
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TAKE A SWELL DAY
Take a SWELL Day to support or proactively manage
your mental health. A Swell Day can be either planned and
booked in advance for activities to improve or manage your
mental health or unplanned by contacting your people
leader prior to the start of a normal shift and letting them
know that you’re taking an unplanned Swell Day.
You can take two SWELL Days per calendar year
as long as you have sufficient sick leave available.
SWELL@singleton.nsw.gov.au

INTRANET PAGE INSERT

SWELL Program –
Mind, Body & Heart
At Singleton Council, keeping our employees motivated, productive, happy and healthy isn't just important - it's essential. We are
committed to supporting your wellbeing through programs such as the SWELL Program, that are focused on improving and
maintaining a positive work-life balance.
SWELL means Safe + Well at work and encompasses ‘Total Wellbeing’ in making sure all areas of your life are healthy; Mind, Body
& Heart. The following SWELL Program of events will be delivered each year, and are designed to create a safe and well work
environment for our staff so they can concentrate on giving our community the very best.

SUMMER Events

AUTUMN Events

Employee Assistance Program
Webinars, SWELL sessions.

Employee Assistance Program
Webinars, SWELL sessions.

Skin Cancer Checks, SWELL
sessions.

Flu Vaccinations, H30
Challenge, SWELL sessions.

Blood Drive, International
Women’s Day, SWELL
Sessions.

Harmony Day, SWELL
Sessions.

WINTER Events

SPRING Events

Employee Assistance Program
Webinars, SWELL sessions.

Employee Assistance Program
Webinars, RUOK Day, SWELL
sessions.

Mammogram Bus, Dry July,
SWELL sessions.

STEPember, SWELL sessions.

Westpac Rescue Helicopter
Fundraiser, Daffodil Day, SWELL
Sessions.

Movember, Footy Colour’s Day
SWELL Sessions.

ACCESS TO ALL YEAR ROUND SWELL PROGRAM OF EVENTS &
BENEFITS

•

•
•
•
•

Employee Assistance Program –
Converge International – free
confidential counselling sessions
available - Learn more here;
Flexible Work Arrangements – Learn
more here;
Ability to purchase additional Annual
Leave;
Football tipping competition; and
SWELL sessions.

•

•
•
•

•
•

Unplanned/Planned SWELL Leave available
(Health & Wellbeing Leave) – Learn more
here;
Flu Vaccinations;
Skin Cancer Checks;
Access to discounted multi-pass gym/fitness
membership through Fitness Passport –
Learn more here;
Bupa Health fund membership and
discounts available - Learn more here; and
SWELL sessions.

•
•
•
•

•
•
•
•

Workplace Recognition Program –
ESSPecialist Program – Learn more here;
Regular staff engagement surveys
conducted – Singleton Heartbeat;
Access to Salary Packaging;
Access to Workplace Wellbeing
Ambassadors and Mental Health First
Aiders;
Contribute to an Employee Chosen Charity
– Westpac Rescue Helicopter.
Contribute to the local blood drive –
Australian Red Cross Lifeblood;
Regular Workplace Charity and recognition
events; and
SWELL sessions

Friday, October 9, 2020

Singleton Council – Contact Officer Network – Early Intervention & Grievance Support
Council has introduced a Contact Officer Network initiative in 2019 to assist with early intervention/mitigation of
grievances, employee support and information and to raise awareness in the workplace around bullying,
discrimination and harassment. The Contact Officer Network is a group of employees at Council who provide
support in the prevention and elimination of bullying, discrimination and harassing behaviours. They provide
information and referral options for employees who may need help in clarifying complaints and what they can do
to address these complaints.
Contact Network Officer information and contact details are made available on our Council Intranet page
accessible to all staff. The page explains the role of a Contact Officer and shows each Contact Officers photo
and contact details.
A screenshot of the intranet page is provided below, and initial email sent to all staff with launch of new early
intervention initiative sent on 28 November 2019.

Friday, October 9, 2020

Friday, October 9, 2020

Email Distribution:
From: Human Resources
To: @Everyone
Subject: Meet Our Contact Officer"s
Date: Thursday, 28 November 2019 9:52:38 AM
Attachments: Singleton Council Contact Officers 2019.pdf
image002.png
Role Description - Contact Officer - November 2019.pdf
Dear all,
In line with our commitment in our EEO Management Plan 2018-2021, Council has introduced a Contact Officer Network to
provide additional support to employees and will act as a first point of contact for all enquiries related to discrimination and
harassment in the workplace.
Contact Officers are employees of Council who provide support in the prevention and elimination of bullying, discrimination
and harassing behaviours. They provide information and referral options for employees who may need help in clarifying
complaints and what they can do to address these complaints. All Contact Officers have undertaken and completed training
to conduct their role as a Contact Officer. For more information, please see attached Contact Officer role description.
To note that you will also be able to access further information on our intranet page by clicking here.
Following is a list of Singleton Council's Contact Officers (attached also):

Friday, October 9, 2020

Warm regards,
Human Resources

