Guidelines for the Inclusion of EO Roles & Responsibilities into Position Descriptions and Engagement Profiles for Personnel in A Supervisory or Management Role at Monash University

Introduction 
It is a fundamental requirement under Australian anti-discrimination legislation for educators and employers to: 

· Ensure that the environment for students and staff is free from all forms of unlawful discrimination, harassment or vilification by:

· Having appropriate policies in place which articulate rights and responsibilities;

· Informing all students and staff of these policies and providing appropriate training for staff and students (as appropriate) to ensure compliance, and

· Having grievance handling procedures in place to support parties in conflict to resolve their disputes.

In a university environment these responsibilities extend to visitors and contractors and cover many activities of the University including the provision of accommodation, goods and services and the activities of various clubs and club membership.

In practical terms the responsibilities placed on the organisation are carried by the management and supervisory personnel of the organisation. For Monash this extends from the Vice-Chancellor to supervisors of staff and students in the multitude of offices, laboratories, workshops, teaching and support service areas. 

It is recognised that these EO roles and responsibilities must be clearly defined for all levels of management and supervision and that successful implementation of the roles and responsibilities can be monitored through existing performance evaluation processes. 

To support this, outlined below are a series of generic statements of EO roles and responsibilities which can be incorporated in position descriptions for general staff and engagement profiles for academic staff. 

These statements are provided as a guide and can be interlaced into the position descriptions and engagement profiles for academic and general staff who hold a supervisory or management role. By including these statements there is a clear definition of the supervisor's or manager's role in EO management as well as recognition the work involved in undertaking the EO roles and responsibilities. 

From these statements, performance measures can be developed to evaluate individual performance in the EO duties undertaken. 

Possible Key result areas for supervisors:

· Provide, so far as practicable, a fair and equitable environment for staff "and students" [where appropriate]. 

· Regularly monitor the area. 

· Actively review practices and procedures to ensure all aspects of work and study are allocated, performed and evaluated in a fair and equitable manner. 

· Refer all students and staff to an appropriate Discrimination and Harassment Grievance Adviser if they believe that they have been subjected to discrimination, sexual harassment or vilification.

· Provide adequate instruction, information, supervision and training for the staff "and students" [where appropriate] to perform their work in a fair and equitable manner. 

· Ensure all new staff "and students" are provided with appropriate induction to their EO rights and responsibilities in relation to their work "or study". 

· Organise for staff to complete EO online training and support them to undertake further training as appropriate. 

· Provide adequate supervision for staff "and students" to ensure that breaches do not occur. 

KEY SELECTION CRITERIA: 
The following selection criteria should be included in either the essential or desirable selection criteria. 

· Knowledge of EO issues relevant to all work related activities. 

· Completion of appropriate EO training and knowledge of the basic principles of managing sensitive and confidential complaints. 

Key result areas for managers:
· Provide, so far as practicable, a fair and equitable environment for staff "and students" [where appropriate]. 

· Inform staff and students regularly that unlawful discrimination, sexual harassment and vilification are not acceptable in the workplace and learning environment. 

· Take all reasonable steps to prevent discrimination, sexual harassment and vilification in the areas for which they are responsible, seeking advice from the Director, Equity and Diversity Centre as needed. 

· Exert appropriate authority when breaches occur or unacceptable behaviour is reported by students or staff. 


· Promote EO awareness within the area. 

· Regularly include EO in management meetings. 

· Encourage and promote innovation and excellence in EO practice within the work area. 

· Ensure that equity performance is included in staff appraisals as appropriate. 

· Support staff who are university appointed Discrimination and Harassment Grievance Advisers by ensuring that their work plans include and accurately accommodate their duties in this role. 

KEY SELECTION CRITERIA: 
The following selection criteria should be included in either the essential or desirable selection criteria. 

· Knowledge of EO issues relevant to all work related activities. 

· Completion of appropriate EO training and knowledge of the basic principles of managing sensitive and confidential complaints. 
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