TEMPLATE Behaviour Policy
A draft template policy to help you to shape expected behaviours in your office
Instructions
1. Before completing this Behaviour Policy template, it is a good idea to get your team together to involve them in developing a policy which reflects the team’s shared understanding of the behaviours and standards of performance you all expect in your workplace.  Set the scene:  
“I would like to hear everyone’s ideas about what type of behaviours we should all be modelling to ensure a supportive, respectful office environment. To get the conversation started, one of my key behavioural expectations is that we all respect one another. Who has an example of what respectful behaviour looks like?” (suggestions are included in the template which can be kept, changed or discarded based on your team’s conversation)
Work through each section of this template as a group, and invite questions and comments.  
2. Make sure to let your team know that the conversation may be sensitive, and give people the opportunity to safely opt out if they do not feel comfortable participating or if the conversation raises any issues for them.  If anyone does opt out, encourage them to contact the Parliamentary Workplace Support Service (PWSS) for support.
3. Update the dot point sections of this template to reflect the conversation with your team, and their ideas about what behaviours are acceptable and how to raise concerns.
4. Once you have completed this template, delete this instruction section, the word TEMPLATE from the title, any grey text, and the title subheading.  Consider printing your policy on your own letterhead before sharing it with everyone in the office.

In this office we:
[Insert additional expected behaviours as discussed/agreed with the team]
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Respect each other, and are courteous and sensitive to everyone’s needs and concerns
Comply with the Ministerial Standards and the Ministerial Staff Code of Conduct 
Are accountable for our work
Take care on social media
Are flexible about job and task assignments
Are willing to help each other instead of displaying a “not my job” attitude
Ask for help when needed
Drink responsibly
Operate inclusively
Complete all required training and are familiar with the Workplace Bullying and Harassment and WHS policies
When we celebrate success/birthdays/other events we are mindful of our colleagues’ customs and beliefs 


 
If we have concerns, we:
[Insert additional actions to take if people see or experience poor behaviour]
Speak up, and call out poor behaviour if it is safe to do so
Notify the parliamentarian/office manager/authorised person


Contact the Parliamentary Workplace Support Service (PWSS) for assistance and support
For additional support: 
The PWSS provides independent and confidential counselling, support, including early intervention and local resolution, to all Parliamentary workplaces impacted by workplace conflict that amounts to a WHS risk, misconduct and serious incidents: 
W: www.PWSS.gov.au  24/7 Support: 1800 747 977   Text the PWSS: 0487 112 755
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