

PREVENTING SEXUAL HARASSMENT IN THE WORKPLACE
Risk Assessment Template  

[NOTE FOR CLUBS: examples and ratings are provided for illustration purposes only. Clubs must make their own assessment of the likely risks and ratings based on their workplace, including physical, demographic, and role-related risks - delete this note before finalising] 

All clubs must comply with their duty under health and safety laws to eliminate, or if that is not reasonably practicable, minimise the risk of sexual harassment in the workplace. All clubs have an obligation to minimise the risks to keep employees as safe as is reasonably practicable. All Clubs have a positive duty to eliminate sexual harassment in the workplace under the Sex Discrimination Act 1984.

Measures to eliminate sexual harassment in the workplace could include:

· An up-to-date sexual harassment policy and procedure for making complaints and ensuring they are compliant with the legislation
· Anonymous surveys of employees and workers to assess awareness of the policy and comfortability with reporting incidences
· Regular consultation with worker representatives
· Assessing the likelihood of sexual harassment and the potential impact
· Reviewing the effectiveness of control measures.

If the Club has identified any of the listed or other potential hazards related to sexual harassment in the workplace, the Club will need to enter a suitable control below to show how the Club has controlled the hazard(s). If any further hazards are introduced, record them and update the table. 

	Hazard / Critical Task Being Assessed:
	Sexual harassment in the workplace

	Assessment Completed by:
	

	Date:
	


  
1. Risk Assessment  
Indicate risks associated with each hazard, rated by High, Medium, Low risk (where high is death or serious injury, medium is serious injury or illness, and low is minor first aid injury risk). The risk assessment should be completed in consultation with the Club’s WHS Committee/HSR’s (if you have them), including by seeking feedback from workers. 
  
	Activity/Area of the Club
	Psychosocial hazard / risks
(See Appendix 3 for examples)
	Risk Rating 
(See Appendix 2 for assistance rating)
	Current Controls
	Further Controls
(See Appendix 1 for assessment)

	[Select group of employees, e.g., Maintenance employees, Bar Staff, Office staff. 
A risk assessment for each group of employees should be completed – insert rows as necessary]

	[Insert type of hazard and explanation]
	[Low / Moderate / High / Extreme]

	[insert current controls in place]
	[insert further reasonably practicable measures to control the risks based on consultation with WHS committee/HSRs if you have them] 

	EXAMPLE 1: Bar and other customer service staff
	Workplace characteristic: Workers have exposure to intoxicated patrons who are more likely to behave inappropriately. 
  
	Moderate to high

Comments:
· This risk can cause mental and/or physical harm to a worker
· High turnover means often new staff on a busy shift without experience in dealing with difficult situations
· Staff shortages means it can be difficult to find a supervisor/manager for assistance
	Strict RSA is practiced by staff and enforced by leaders

Training provided to staff on handling difficult customers

Leaders trained in diffusing difficult situations

Security rostered on at peak trade times (Thursday, Friday, Saturday nights)

Leaders trained in how to handle complaints of sexual harassment


	An escalation process to be implemented to leaders to make quick decisions to respond to early warning signs of intoxication or quarrelsome patrons, and for where there are differing views among the bar team. 

Ensure employees with less than [X] months experience behind the bar (at the club or elsewhere) are not rostered without a more senior staff member. 

RSA monitor out on the floor at peak trade times to ensure intoxicated patrons not coming to the bar are not missed. 

Review incident reporting system including ‘near misses’ to ensure repeat offenders are monitored and dealt with in accordance with the Club’s constitution. 

Update code of conduct for patrons and display more frequently around the Club


	EXAMPLE 2: Maintenance and horticultural staff
	Workplace composition: male-dominated team 

Work environment: some areas of the workplace are isolated with limited CCTV
	Low to moderate

Comments: 
· Size of golf course means staff could be up to [x] minutes away from another staff to seek help if sexual harassment occurs from another worker or golfer, and large parts of the course do not have CCTV coverage
· Maintenance shed only has one bathroom/change area, limiting privacy for staff 
	Training provided to team and leaders on preventing and responding to sexual harassment every [x] years.

All workers are aware of the Club’s sexual harassment policy and grievance procedures

All staff provided with a two-way radio on shift to call for assistance if needed


	

	[CONTINUE AS NECCESSARY] 
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


   
2. Overall Risk Ranking

	Anticipated Residual Risk Ranking after implementing all reasonable controls and adjustments:
	Low / Moderate / High / Extreme
	
	Based on implementation of further controls from steps 1. See Risk Assessment Matrix in Appendix 2 for assistance ranking

	 Comments: 
	

	
	



3. Actions on completion of the Risk Assessment 

	Action:   
	Responsibility for Action
	Due Date
	Review Date/Frequency
	Action completed
	Completed Date:

	Organise refresher training for M&H staff
	
	
	
	
	

	Draft/update patron code of conduct
	
	
	
	
	

	Consult with affected employees (if any)

	

	
	
	
	

	Review risk assessment regularly 
	
	
	[e.g. every 3 months]
	
	

	[insert further as necessary]
	
	
	
	
	


  
4. Regularly Review

	Review completed by:
	Date:
	Update Required (Y/N)
	Comments: 

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



Sources of advice considered:  
· Safe Work NSW
· Australian Human Rights Commission 
· [insert] 



Appendix 1 - Are Further Adjustments required? Yes/No

	Adjustments to minimise risk (remove / reduce) the risk: 
	Changes to the workplace
	Hardship

	Level of risks still remaining 
	Achievable or Unjustifiable Hardship 

	[Insert measures considered by WHS committee/proposed by employees]
	
	
	[high, medium, low]
	 [Insert yes or no – if ‘yes’ include in Further Controls in Table 1. If ‘no’ provide reason below – for example:  
· Significant costs 
· Level of risk to other staff/customers
· Not practicable]

	Hire more skilled employees to ensure adequate rostering
	Expand HR team or engage recruitment consultants
	Challenging recruitment environment; currently have ads running on [insert platforms] 
	Medium 
	No – not practicable but will continue efforts to recruit more staff in the meantime.


	Build new facilities for the maintenance shed, including change rooms and bathrooms to provide adequate security and privacy
	Construction project on 7th green for up to [x] months, minimal disruptions to access of current facilities
	Costs of project
	Low
	No – club does not currently have the funds for this project, but will explore new doors on bathrooms to increase privacy

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	





Appendix 2 - Risk Assessment Matrix

	Consequences
Likelihood
	Insignificant 
	Minor 
	Moderate 
	Major 
	Catastrophic 

	Rare 
	Low
	Low
	Low
	Medium
	Medium

	Unlikely 
	Low
	Low
	Medium
	Medium
	High

	Possible
	Low
	Medium
	Medium
	High
	High

	Likely
	Medium
	Medium
	High
	High
	Extreme

	Almost Certain
	Medium 
	High
	High
	Extreme 
	Extreme 



Management Action Required 
 
	Low			
	In the absence of other factors, minimal risk treatment is required 

	Medium
	Management action to treat the risk is essential to reduce risk consequence and probability 

	High 
	Urgent Management action to minimize risk consequence and probability  

	Extreme
	Immediate Management action required to minimize risk consequence and probability 





Appendix 3 - Risk Matrix[footnoteRef:2] [2:  Extracted from the Victorian Equal Opportunity and Human Rights Commission’s ‘Guideline - Preventing and responding to workplace sexual harassment (Complying with the Equal Opportunity Act 2010)’ August 2020] 


Clubs can use this matrix to scan their workplace for characteristics that may enable or drive sexual harassment and create barriers for identification and reporting. 

	
	Signs your workers may be at risk of sexual harassment

	Workplace characteristics
	Sex-segregated workplaces (where work is typically or historically performed by men or women) and workplaces with rigid workplace norms based on gender stereotypes.

	
	Leaders with unquestioned, discretionary authority to hire, fire and promote.

	
	Hierarchical or command and control workplace structures.

	
	Workplaces that protect ‘high-value’ or ‘indispensable’ workers from accountability for unacceptable behaviour.

	
	Workplaces that value profit over protecting workers, enabling customers/clients to harass workers.

	
	High pressure workplaces such as frontline and emergency services, with an attitude that workers need to let off steam to deal with the pressures of work and certain behaviours don’t need to be taken seriously.

	
	Short-term contracts with a reliance on reputation and word-of-mouth for securing the next job (e.g. individuals in the fashion and entertainment industries and junior doctors completing their placement training).

	Work environment
	Some areas in or around the workplace are isolated, poorly lit or intimidating to enter.

	
	Sexualised or sexist materials are on display (e.g. posters, calendars, screensavers).

	
	Lack of privacy or security for workers using bathrooms/ change rooms.

	
	In-home work (such as providing childcare, nursing, cleaning services, aged or disability care) with direct client contact and little or no oversight.

	Workplace composition
	Male-dominated workforce, management, leadership or board.

	
	Male-dominated customer or client base.

	
	Small businesses where confidentiality and confidence to raise issues may be difficult to achieve.

	
	A cohort of young workers (including under 18 years), interns, apprentices, graduates or other junior workers.

	
	A cohort of women from migrant and non-English speaking backgrounds, people on employer-sponsored visas, and women with disabilities.

	
	A cohort of people in insecure work, such as casuals, contractors, short-term workers, temporary workers and freelancers.

	Workplace trends
	High staff turnover, particularly of female or junior workers.

	
	Gender differences in shifts or teams (e.g. women more reluctant to work with particular workers or take on particular tasks).

	
	Concentration of men in senior positions and men being promoted more often than women.

	Workplace requirements
	Different uniform requirements for men and women, or prescriptive dress codes or expectations for how women should look at work (such as high heels, skirts and makeup).

	
	Travel and overnight stays

	
	Placements in regional or remote locations where workers may be socially isolated.

	
	Frequent formal or informal client functions or after-work events.

	
	Shift work, after-hours and longer hours.

	
	Workplaces where alcohol is served and workers are encouraged to socialise outside of work hours.

	
	Workplaces where workers interact directly with customers or consumers.

	Workplace behaviours
	‘Everyday sexism’, such as sexist jokes, and homophobia/ transphobia in the workplace.

	
	Gendered and binary networking events or mentoring opportunities (e.g. work lunches at men’s clubs, invitations to play golf with the boss)

	
	Differences in the unspoken expectations of male and female workers (e.g. women routinely being the ones to take minutes, organise catering, prepare rooms for meetings and clean up after events).

	
	Male workers dominate meetings or decisions.








