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Purpose

This policy outlines eTool´s commitment to treating everyone equally – regardless of race, ethnic background, age,
gender, sexual orientation, marital status, political opinion, medical record, or other identifying characteristics. By
effectively implementing our Workplace Non Discrimination policy we will attract and retain talented staff and
create a positive environment for staff.

Scope

This policy includes eTool’s commitments and expectations of directors, staff, contractors and suppliers relating
to:

Fair Recruitment
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Right to work in Professional Environment
Zero tolerance for harassment
Bullying
Disability discrimination
Victimisation
Reporting Procedure

Policy Statement

eTool will treat our customers, employees, and the wider community equitably and without discrimination, against
race, age, gender, religion, sexual preference, marital status, disability or impairment.

eTool board members, directors, staff, contractors or suppliers must:

Read and comply with this policy
Avoid activity that may lead to a breach of the policy
Notify the your line manager and the CEO if you believe or suspect a breach of this policy, or have
concerns relating to the adherence to this policy

Fair Recruitment

eTool will recruit new employees fairly – on the basis of merit – that is, the person who is the best person for the
role will get the role based on merit selection. The skills and abilities of the candidate as measured against the
inherent requirements of the position – regardless of personal characteristics. It is unacceptable and may be against
the law to ask job candidates questions, or to in any other way seek information, about their personal
characteristics, unless this can be shown to be directly relevant to a genuine requirement of the position.

Right to Work in  Professional Environment

Every employee has the right to work in a professional environment where their knowledge, skills, and abilities are
the critical factors in their success. eTool expects all employees to maintain standards of propriety, promote equal
opportunity, treat everyone professionally, and act without bias. eTool provides reasonable flexibility in working
arrangements, especially where needed to accommodate staff family responsibilities, disability, religious beliefs or
culture.

Zero tolerance for harassment

eTool has a zero-tolerance policy for sexual harassment or discrimination, racial harassment or discrimination, or
any other form of harassment and discrimination (religious, language, sexual orientation, et cetera). If you feel that
you have been harassed or that an employee has discriminated against you. 

Sexual harassment includes unwanted sexual or romantic overtures, inappropriate sexual jokes, or comments
regarding sexual activities.  Romantic relationships between managers and anyone in their reporting line are strictly
prohibited

Racial, national origin, ethnic, or language discrimination can consist of jokes, negative comments, or forbidding
employees from speaking the language of their choice while on non-official business. The official language of the
company is English, and we will provide all formal documents in this language. Employees are free to speak their
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preferred language during breaks, at lunch, or when speaking with people who also speak their preferred language.
However, official meetings will be conducted in English, and all documentation will be in this language. If you are
not comfortable reporting harassment in English, you may report it in your preferred language, and eTool will
translate your report.

Bullying

Bullying is unacceptable in eTool. If someone is being bullied because of a personal characteristic protected by
equal opportunity law, it is a form of discrimination.

Bullying can take many forms, including jokes, teasing, nicknames, emails, pictures, text messages, social isolation
or ignoring people, or unfair work practices. 

This behaviour does not have to be repeated to be discrimination – it may be a one-off event. Behaviours that may
constitute bullying include:

sarcasm and other forms of demeaning language
threats, abuse or shouting
coercion
isolation
inappropriate blaming
ganging up
constant unconstructive criticism
deliberately withholding information or equipment that a person needs to do their job or access their
entitlements
unreasonable refusal of requests for leave, training or other workplace benefits.

Disability discrimination

eTool believes everyone has the right to work. An employee with a disability who can perform the core functions
of the jobs, with or without reasonable accommodation, is entitled to the same protection and respect as other
employees.

Victimisation

Victimisation is subjecting or threatening to subject someone to a detriment because they have asserted their rights
under equal opportunity law, made a complaint, helped someone else make a complaint, or refused to do something
because it would be discrimination, sexual harassment or victimisation. Victimisation is against the law.

It is also victimisation to threaten someone (such as a witness) who may be involved in investigating an equal
opportunity concern or complaint. Victimisation is a very serious breach of this policy and is likely (depending on
the severity and circumstances) to result in formal discipline against the perpetrator. eTool has a zero tolerance
approach to victimisation.

Reporting Procedure

Any employee who feels they have been harassed, discriminated against, or otherwise treated negatively because of
their race, religion, gender, or other characteristics, should report the harassment to the line manager and the CEO.
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Employees will not be disciplined in any manner for failing to report something that occurred to them. Nor will the
company retaliate for any good faith report. A good faith report means that the employee believes that something
inappropriate happened, even if the investigation determines no inappropriate behavior occurred.

eTool will then conduct an investigation. This may take a considerable amount of time, depending on the situation.
eTool expects all employees to participate in the investigation and keep things confidential as allowed by law. At
the end of the investigation, the investigating party will issue a report and a recommendation. The employee who
reported the incident will be informed that the investigation is finished.

Any employee accused of inappropriate behavior will be treated with respect. If the accusation is serious and
credible, the employee may be suspended, with or without pay, during the duration of the investigation. The
accused employee will be told the outcome of the investigation. If the investigation reveals that the employee was
at fault, the accused employee may be subject to discipline. This can include anything from a verbal reprimand to
termination, depending on the situation and the severity of the issue.

If an employee makes a bad faith complaint, that will be considered harassment. A bad faith complaint is one
where the complainant knowingly lies or misrepresents the situation to accuse a coworker, damage someone’s
reputation, or to get personal gain. Either party is allowed to appeal the decision. You can appeal the decision by
filing a written report with the head of Human Resources.

Responsibilities

Compliance, monitoring and review

Responsibility Description Who
Compliance Respecting and complying with the

policy expectations
All staff, contractors and suppliers

Monitoring Ensuring the compliance with the
procedure or policy

CEO

Review Reviewing the procedure or policy to
ensure it is kept up to date

CEO

Reporting Reporting requirements of the policy
and procedure

CEO

Records management

Staff must maintain all records relevant to administering this policy in an approved company format and location.

Related Legislation

Australia:
Sex Discrimination Act 1984 (Cth)
Racial Discrimination Act 1975 (Cth)
Disability Discrimination Act 1992 (Cth)
Age Discrimination Act 2004 (Cth)
Australian Human Rights Commission Act 1986 (Cth).
United Kingdom:
Equality Act 2010
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Related Procedures and Documents

Ethical Conduct Policy (anti corruption, anti bribery and modern slavery prevention)

Feedback

Staff may provide feedback regarding this policy by contacting the author directly or publicly posting a comment
on the policy page.

Document History

Approval and Amendment History

Version Date Authors Approved By Comments
1 13/11/2020 Adrian Giles Henrique Mendonca
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