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Equity and Diversity 
Self-audit Tool
Introduction

This document is divided into five sections which will lead you through an audit of your workplace that will assist the University in providing a work and learning environment that is free from unlawful discrimination and harassment. 
Section 1: First Steps
Section 2: Induction and Training
Section 3: Workplace Culture
Section 4: Legislative Compliance
Section 5: Monitoring and Reporting
This tool has been developed to support the University’s vision as expressed in its Excellence and Diversity Strategic Framework 2004 – 2008, Excellence and Diversity – Next Steps, Monash Directions 2025 and the Monash University Ethics Statement which articulate a commitment to the pursuit of excellence in teaching, research and administration. The aim is to help managers to identify current strengths and inform further development that create an environment for students and staff where diversity is valued, equity is ensured and creativity and innovation can thrive.

This tool is provided to support managers/supervisors for internal monitoring and planning purposes. Both students and staff matters are covered and certain sections may not relate to your area of responsibility. 
All Equal Opportunity information including policies, plans and documents mentioned in this questionnaire are available on the Equity and Diversity Centre (EDC) website. Further information is also available from EDC staff. Hotlinks to web resources are provided throughout this document and the web address for each link is listed at the end for anyone working from a hard copy of this questionnaire.

	Section 1: First Steps

This section will provide an understanding of the basic actions that are necessary to protect the University against claims of vicarious liability relating to relevant Australian anti-discrimination legislation

	
	Questions/Actions
	
	
	Tick for ‘Not applicable’ or

‘Do not Know’
	Information/Comments

	Q1
	Is the University’s commitment to Equal Opportunity (EO) regularly communicated to students and staff? 

(Q16 explores this further)
	Yes FORMCHECKBOX 

	No  FORMCHECKBOX 

	N/A       FORMCHECKBOX 

DNK     FORMCHECKBOX 


	The University’s Equal Opportunity Policy articulates a commitment to ensuring that the environment for students and staff is free from all forms of unlawful discrimination and harassment. Providing information about rights and responsibilities, university policies and the importance of maintaining appropriate standards of behaviour at all times is an ongoing obligation. 



	
	If Yes, tick one or more:-
	
	

	
	· Included in staff induction

(Q8 and Q9 explore this further)
	Yes FORMCHECKBOX 

	No  FORMCHECKBOX 

	N/A       FORMCHECKBOX 

DNK     FORMCHECKBOX 

	

	
	· Provided on a regular basis to staff

(Q8 and Q9 explore this further)
	Yes FORMCHECKBOX 

	No  FORMCHECKBOX 

	N/A       FORMCHECKBOX 

DNK     FORMCHECKBOX 

	

	
	· Included in student induction

(Q11, Q12 and Q13 explore this further)
	Yes FORMCHECKBOX 

	No  FORMCHECKBOX 

	N/A       FORMCHECKBOX 

DNK     FORMCHECKBOX 

	

	
	· Provided annually to students

(Q11 explores this further)
	Yes FORMCHECKBOX 

	No  FORMCHECKBOX 

	N/A       FORMCHECKBOX 

DNK     FORMCHECKBOX 

	

	
	· Easily available on Faculty/ Division website
	Yes FORMCHECKBOX 

	No  FORMCHECKBOX 


	N/A       FORMCHECKBOX 

DNK     FORMCHECKBOX 

	

	Q2
	Is EO regularly included as an agenda item in meetings, eg staff, faculty, divisional, departmental, school, team, group, laboratory or workshop?
	Yes FORMCHECKBOX 

	No  FORMCHECKBOX 


	N/A       FORMCHECKBOX 

DNK     FORMCHECKBOX 

	Best practice EO management systems are based on the principle that EO is a core organisational responsibility. 
A clear demonstration of the incorporation of EO as a core management responsibility is the active inclusion of EO as a regular agenda item at meetings. The requirement to include EO at regular intervals at all management meetings is described in the implementation of responsibilities in the following plan:
Social Inclusion Strategy
Social Inclusion Strategy - Disability Plan 2009 - 2012

	
	If Yes, tick one or more:- 
	
	

	
	· The meeting receives a regular report
	Yes FORMCHECKBOX 

	No  FORMCHECKBOX 

	N/A       FORMCHECKBOX 

DNK     FORMCHECKBOX 

	

	
	· Is included to consider any potential areas of concern
	Yes FORMCHECKBOX 

	No  FORMCHECKBOX 

	N/A       FORMCHECKBOX 

DNK     FORMCHECKBOX 

	

	Q 3
	Are EO responsibilities included in: 
	
	

	
	a) position description, engagement profiles or work plans of senior staff?
	Yes FORMCHECKBOX 

	No  FORMCHECKBOX 

	N/A      FORMCHECKBOX 

DNK     FORMCHECKBOX 

	Section 5.2 of the Discrimination and  Harassment Grievance Procedures outlines the specific responsibilities of managers and supervisors.

'Guidelines for the inclusion of EO responsibilities into position descriptions and engagement profiles for personnel in a supervisory or management role at Monash University' 



	
	b) position descriptions of relevant general and trades staff?
	Yes FORMCHECKBOX 

	No  FORMCHECKBOX 

	N/A       FORMCHECKBOX 

DNK     FORMCHECKBOX 

	University staff at all levels are responsible for their own behaviour and for ensuring that the environment is free from all forms of unlawful discrimination and harassment for others. This responsibility should be clearly articulated in all position descriptions.

'Guidelines for the inclusion of EO responsibilities into position descriptions and engagement profiles for staff'  

	
	c) engagement profiles of academic/research staff?
	Yes FORMCHECKBOX 

	No   FORMCHECKBOX 

	N/A       FORMCHECKBOX 

DNK     FORMCHECKBOX 

	For academic staff, EO roles and responsibilities are predominantly included in the management/ administration section of their engagement profile.  However, EO roles and responsibilities may also be included in the teaching and research sections of the engagement profile if the academic staff member supervises teaching or research laboratories, studios or workshops.

'Guidelines for the inclusion of EO responsibilities into position descriptions and engagement profiles for staff'  

	Q 4
	Is EO included in strategic and operational planning processes?
	Yes FORMCHECKBOX 

	No   FORMCHECKBOX 

	N/A       FORMCHECKBOX 

DNK     FORMCHECKBOX 

	Integrating EO into the planning processes of the faculty/division and unit is essential in order to:

· ensure that risks of unlawful activities are assessed, controlled and reviewed effectively

· achieve compliance with EO legislation

· monitor EO performance, and to

· ensure that resources and responsibilities are allocated for achieving EO targets.

EDC has developed several Inclusive Practices University Plans that provide guidance on the elements that should be included in faculty/divisional plans to promote inclusive practices and eliminate unlawful discrimination. Refer to Q2 Information/comments
Incorporating EO roles and responsibilities into position descriptions, engagement profiles and performance management plans of staff acknowledges their contribution to the achievement of the unit's EO objectives. Refer to Q3 Information/Comments

	
	If yes, is EO included in: 
	
	
	
	

	
	a) the faculty/divisional strategic and operational plans
	Yes FORMCHECKBOX 

	No   FORMCHECKBOX 

	N/A       FORMCHECKBOX 

DNK     FORMCHECKBOX 

	

	
	a) the annual plan of the unit
	Yes FORMCHECKBOX 

	No   FORMCHECKBOX 

	N/A       FORMCHECKBOX 

DNK     FORMCHECKBOX 

	

	Q 5
	Is your unit linked to a faculty or division Equity and Diversity Committee?


	Yes FORMCHECKBOX 

	No   FORMCHECKBOX 

	N/A       FORMCHECKBOX 

DNK     FORMCHECKBOX 

	Faculty and division Equity and Diversity committees are chaired by a senior academic or general staff member and include representatives from various work groups and students.

Equity and Diversity committees are required to meet regularly. Their main responsibility lies in the development of local plans and strategies for the achievement of inclusive practices, equity based initiatives and outcomes and the proscription of unlawful discrimination.

The University’s has a number of Social Inclusion Committees  

	Q 6
	Has your unit developed procedures to ensure that equal opportunity consideration is given to:
	
	
	
	Anti discrimination legislation proscribes direct and indirect discrimination in employment and education. The university is therefore, required to ensure that all its activities are free from unlawful discrimination. A policy, practice or action which impacts negatively on a group or individual on grounds protected by law may constitute indirect discrimination. The University’s Global Equal Opportunity Policy and its Discrimination and Sexual Harassment Grievance Procedures provide further information on these protected grounds.
The University has a number of equal opportunity related policies for students and staff.


The University provides a cultural calendar which includes dates of strict religious observance in recognition of the diversity of its population.



	
	· new policies or practices under consideration that might impact negatively on certain groups of students or staff, eg women, people with disabilities, parents or carers?
	Yes FORMCHECKBOX 

	No   FORMCHECKBOX 

	N/A       FORMCHECKBOX 

DNK     FORMCHECKBOX 

	

	
	· workplace practices including staff selection, allocation of workloads, training opportunities, overseas travel?


	Yes FORMCHECKBOX 

	No   FORMCHECKBOX 

	N/A       FORMCHECKBOX 

DNK     FORMCHECKBOX 

	

	
	· curriculum development and student assessment practices?
	Yes FORMCHECKBOX 

	No   FORMCHECKBOX 

	N/A       FORMCHECKBOX 

DNK     FORMCHECKBOX 

	

	Q7
	Are resources allocated for EO?

If yes tick one or more:-
	Yes FORMCHECKBOX 

	No   FORMCHECKBOX 

	N/A       FORMCHECKBOX 

DNK     FORMCHECKBOX 

	Budgetary resources must be allocated to ensure that the unit's EO objectives can be met. Often costs associated with supporting EO will be indirect eg time for staff to undertake training, attend committee or network meetings and occasionally may involve some financial costs eg workplace adjustments for staff with disabilities.

	
	· there is a separate EO budget allocated
	Yes FORMCHECKBOX 

	No   FORMCHECKBOX 

	N/A       FORMCHECKBOX 

DNK     FORMCHECKBOX 

	

	
	· EO items are paid out of the general budget
	 FORMCHECKBOX 

	No   FORMCHECKBOX 

	N/A       FORMCHECKBOX 

DNK     FORMCHECKBOX 

	

	Section 2: Induction and Training

	Q 8
	Are EO rights and responsibilities provided to staff?
	Yes FORMCHECKBOX 

	No   FORMCHECKBOX 

	N/A       FORMCHECKBOX 

DNK     FORMCHECKBOX 

	On commencement, all new staff should receive some EO induction outlining the university’s polices and expectations.
EO online training is available for use by all departments in the induction of new staff. The program aims to provide staff with a brief overview of EO legislation and provides links to information about Monash policies and practices. New staff should complete the program as well as being advised of the University’s Discrimination and Harassment Grievance Procedures and the network of advisers who support them, the relevant Disability Contact Officer in the work area and the availability of further EO training on request.

At regular intervals (no longer than three years) staff should be encouraged to refresh their EO training. 
Staff should also be informed of a range of University support services including counselling, Employee Assistance Program and faculty and division contact networks.



	
	If yes, tick one or more:-
	
	

	
	· EO online training is included in the induction activities of all new staff
	Yes FORMCHECKBOX 

	No   FORMCHECKBOX 

	N/A       FORMCHECKBOX 

DNK     FORMCHECKBOX 

	

	
	· All staff are required to complete the EO Online training every three years
	Yes FORMCHECKBOX 

	No   FORMCHECKBOX 

	N/A       FORMCHECKBOX 

DNK     FORMCHECKBOX 

	

	
	· Staff are provided with information about a variety of support services and networks provided by the University


	Yes FORMCHECKBOX 

	No   FORMCHECKBOX 

	N/A       FORMCHECKBOX 

DNK     FORMCHECKBOX 

	

	Q9
	Are staff members informed of their responsibilities to support students with disabilities or medical conditions?
	Yes FORMCHECKBOX 

	No   FORMCHECKBOX 

	N/A       FORMCHECKBOX 

DNK     FORMCHECKBOX 

	The Disability Liaison Unit provides direct services to all students in award courses.

Information for teaching staff about their obligations 



	Q10
	Do you have students involved in school, hospital or community placements as part of their studies?
	Yes FORMCHECKBOX 

	No   FORMCHECKBOX 

	N/A       FORMCHECKBOX 

DNK     FORMCHECKBOX 

	Under the University’s Discrimination and Sexual Harassment Grievance Policy and Procedures students and staff who are engaged in Monash related activities irrespective of whether these activities are on or off campus, are entitled to protection from unlawful discrimination or sexual harassment. Where the alleged perpetrator is not employed by Monash and the matter cannot be dealt with under University Procedures, 
staff must ensure that the relevant organisation or authority will handle the matter appropriately under its procedures and any other necessary actions are taken to safeguard the wellbeing of the student. Where Monash staff are involved in setting up placements for students in schools, hospitals or community settings these obligations to our students should be articulated as part of the contractual arrangements.

Students should be informed of their rights and provided with contact details both at Monash and the placement organisation in the event that difficulties arise.

Inclusive practices at Monash include ensuring that due consideration is given to accessible options for students on placement.



	
	If Yes, tick one or more:-
	
	

	
	· Placement supervisors and field teachers are made aware of the university’s EO policies and procedures:
	Yes FORMCHECKBOX 

	No   FORMCHECKBOX 

	N/A       FORMCHECKBOX 

DNK     FORMCHECKBOX 

	

	
	(i) In a formal contract
	Yes FORMCHECKBOX 

	No   FORMCHECKBOX 

	N/A       FORMCHECKBOX 

DNK     FORMCHECKBOX 

	

	
	(ii) Written documentation
	Yes FORMCHECKBOX 

	No   FORMCHECKBOX 

	N/A       FORMCHECKBOX 

DNK     FORMCHECKBOX 

	

	
	(iii) Email notification
	Yes FORMCHECKBOX 

	No   FORMCHECKBOX 

	N/A       FORMCHECKBOX 

DNK     FORMCHECKBOX 

	

	
	(iv) Verbal briefings or information sessions
	Yes FORMCHECKBOX 

	No   FORMCHECKBOX 

	N/A       FORMCHECKBOX 

DNK     FORMCHECKBOX 

	

	
	· All organisations where placements are arranged provide suitable EO policies and procedures to protect students from discrimination or harassment
	Yes FORMCHECKBOX 

	No   FORMCHECKBOX 

	N/A       FORMCHECKBOX 

DNK     FORMCHECKBOX 

	

	
	· Students are made aware of their rights under the University’s Discrimination and Sexual Harassment Grievance Procedures and the procedures of the organisation in which they are placed.
	Yes FORMCHECKBOX 

	No   FORMCHECKBOX 

	N/A       FORMCHECKBOX 

DNK     FORMCHECKBOX 

	

	
	(i) In a formal contract
	Yes FORMCHECKBOX 

	No   FORMCHECKBOX 

	N/A       FORMCHECKBOX 

DNK     FORMCHECKBOX 

	

	
	(ii) Written documentation
	Yes FORMCHECKBOX 

	No   FORMCHECKBOX 

	N/A       FORMCHECKBOX 

DNK     FORMCHECKBOX 

	

	
	(iii) Via email notification
	Yes FORMCHECKBOX 

	No   FORMCHECKBOX 

	N/A       FORMCHECKBOX 

DNK     FORMCHECKBOX 

	

	
	(iv) Verbal briefings or information sessions
	Yes FORMCHECKBOX 

	No   FORMCHECKBOX 

	N/A       FORMCHECKBOX 

DNK     FORMCHECKBOX 

	

	
	· Staff members are aware of their responsibility to ensure accessible options for student placements?
	Yes FORMCHECKBOX 

	No   FORMCHECKBOX 

	N/A       FORMCHECKBOX 

DNK     FORMCHECKBOX 

	

	Q11
	Are EO rights and responsibilities included in all undergraduate, honours and postgraduate student inductions?
	Yes FORMCHECKBOX 

	No   FORMCHECKBOX 

	N/A       FORMCHECKBOX 

DNK     FORMCHECKBOX 

	On commencement, all undergraduate, honours and postgraduate students should receive information about EO at Monash so that they are made aware of their obligations to behave appropriately and understand their rights to seek advice about the problematic behaviour of others.

The Disability Liaison Unit provides direct services to all students in award courses.

· Resource Guide  for students with disabilities or long term medical conditions 

· Information for teaching staff 

Students should also be informed of a range of University support services including Community Care Line, Counselling, University Health Service and faculty and Student Services contacts for relevant information.

	
	If yes, tick one or more:- 
	
	

	
	· Students are apprised of the University’s EO policies
	Yes FORMCHECKBOX 

	No   FORMCHECKBOX 

	N/A       FORMCHECKBOX 

DNK     FORMCHECKBOX 

	

	
	i) in subject or course handouts
	Yes FORMCHECKBOX 

	No   FORMCHECKBOX 

	N/A       FORMCHECKBOX 

DNK     FORMCHECKBOX 

	

	
	ii) via email communication
	Yes FORMCHECKBOX 

	No   FORMCHECKBOX 

	N/A       FORMCHECKBOX 

DNK     FORMCHECKBOX 

	

	
	iii) through verbal presentations or information sessions
	Yes FORMCHECKBOX 

	No   FORMCHECKBOX 

	N/A       FORMCHECKBOX 

DNK     FORMCHECKBOX 

	

	
	· Students are provided with information about a variety of support services and networks provided by the University
	
	

	
	iii) in subject or course handouts
	Yes FORMCHECKBOX 

	No   FORMCHECKBOX 

	N/A       FORMCHECKBOX 

DNK     FORMCHECKBOX 

	

	
	iv) via email communication
	Yes FORMCHECKBOX 

	No   FORMCHECKBOX 

	N/A       FORMCHECKBOX 

DNK     FORMCHECKBOX 

	

	
	v) through verbal presentations or information sessions
	Yes FORMCHECKBOX 

	No   FORMCHECKBOX 

	N/A       FORMCHECKBOX 

DNK     FORMCHECKBOX 

	

	Q12
	Are EO training opportunities provided to students?
	Yes FORMCHECKBOX 

	No   FORMCHECKBOX 

	N/A       FORMCHECKBOX 

DNK     FORMCHECKBOX 

	Training can be provided by the EDC specifically for student groups to inform them of their rights and responsibilities and provide them with information about the University’s policies and procedures.

Students are also welcome to access the EO Online training (Authcate access is required for undertaking the quizzes). 
On a regular basis, EO training undertaken by students should be reviewed so that currency of knowledge about rights and responsibilities is maintained. Any training requirements identified can then be addressed.


	
	If yes, tick one or more:-
	
	

	
	· Information about discrimination and harassment is included in the curriculum
	Yes FORMCHECKBOX 

	No   FORMCHECKBOX 

	N/A       FORMCHECKBOX 

DNK     FORMCHECKBOX 

	

	
	· Tailored workshops for students on EO rights and responsibilities are provided regularly
	Yes FORMCHECKBOX 

	No   FORMCHECKBOX 

	N/A       FORMCHECKBOX 

DNK     FORMCHECKBOX 

	

	
	· EO training requirements for students are identified on an annual basis
	Yes FORMCHECKBOX 

	No   FORMCHECKBOX 

	N/A       FORMCHECKBOX 

DNK     FORMCHECKBOX 

	

	
	· Training is provided to students on an as needs basis when issues arise
	Yes FORMCHECKBOX 

	No   FORMCHECKBOX 

	N/A       FORMCHECKBOX 

DNK     FORMCHECKBOX 

	

	Q13
	Does your unit maintain records of EO training undertaken by undergraduate, honours and postgraduate students?
	Yes FORMCHECKBOX 

	No   FORMCHECKBOX 

	N/A       FORMCHECKBOX 

DNK     FORMCHECKBOX 

	Refraining from unlawful behaviour is the responsibility of all individuals. Ignorance of the law is no defence. 

It is, however, the responsibility of the University to ensure that unlawful discrimination and sexual harassment do not occur at Monash. 

Ensuring that students and staff receive information and appropriate training will protect managers and the University who may be found vicariously liable for the unlawful conduct of students and staff because they are required to take all reasonable steps to prevent that conduct.

	
	If yes, indicate the records kept:-
	
	

	
	· EO Online training
	Yes FORMCHECKBOX 

	No   FORMCHECKBOX 

	N/A       FORMCHECKBOX 

DNK     FORMCHECKBOX 

	

	
	· EO training provided by EDC
	 FORMCHECKBOX 

	No   FORMCHECKBOX 

	N/A       FORMCHECKBOX 

DNK     FORMCHECKBOX 

	

	
	· EO training provided by staff
	Yes FORMCHECKBOX 

	No   FORMCHECKBOX 

	N/A       FORMCHECKBOX 

DNK     FORMCHECKBOX 

	

	Q14
	Do staff undertake appropriate EO training on a regular basis:
	Yes FORMCHECKBOX 

	No   FORMCHECKBOX 

	N/A       FORMCHECKBOX 

DNK     FORMCHECKBOX 

	The university provides various options to staff for EO training. EO Online training is highly recommended for all staff. In addition there are face-to-face workshops (Advanced Equal Opportunity Training) for managers and staff which provide opportunities for them to familiarise themselves with the complexities and subtleties of responding appropriately to EO issues that arise between and amongst students and staff.

To ensure that the University meets its legislative compliance obligations Faculties and Divisions are required to advertise and promote equal opportunity training for their staff.

Training sessions for your area can be arranged by contacting Leah Zaks Coordinator, Equal Opportunity Services on 20248 or Leah.Zaks@adm.monash.edu.au
Section 4 Legislative Compliance provides information on further strategies for supporting equal opportunity.

	
	If yes, tick one or more:-
	Yes FORMCHECKBOX 

	No   FORMCHECKBOX 

	N/A       FORMCHECKBOX 

DNK     FORMCHECKBOX 

	

	
	I have completed the online EO Training in the last 2 years
	Yes FORMCHECKBOX 

	No   FORMCHECKBOX 

	N/A       FORMCHECKBOX 

DNK     FORMCHECKBOX 

	

	
	· All staff have successfully completed EO Online training
	Yes FORMCHECKBOX 

	No   FORMCHECKBOX 

	N/A       FORMCHECKBOX 

DNK     FORMCHECKBOX 

	

	
	· A current list of trained staff is maintained by the manager/ supervisor
	Yes FORMCHECKBOX 

	No   FORMCHECKBOX 

	N/A       FORMCHECKBOX 

DNK     FORMCHECKBOX 

	

	
	· At least 20% of staff complete Advanced EO training each year
	Yes FORMCHECKBOX 

	No   FORMCHECKBOX 

	N/A       FORMCHECKBOX 

DNK     FORMCHECKBOX 

	

	
	· Managers regularly undertake Advanced EO training
	Yes FORMCHECKBOX 

	No   FORMCHECKBOX 

	N/A       FORMCHECKBOX 

DNK     FORMCHECKBOX 

	

	Q15
	Does your unit maintain records of EO training undertaken by staff?
	Yes FORMCHECKBOX 

	No   FORMCHECKBOX 

	N/A       FORMCHECKBOX 

DNK     FORMCHECKBOX 

	Refraining from unlawful behaviour is the responsibility of all individuals. Ignorance of the law is no defence. 

It is, however, the responsibility of the University to ensure that unlawful discrimination and sexual harassment do not occur at Monash. 

Ensuring that students and staff receive information and appropriate training will protect managers and the University who may be found vicariously liable for the unlawful conduct of staff because they are required to take all reasonable steps to prevent that conduct.

	
	If yes, indicate the records kept:-
	
	

	
	· EO online training
	Yes FORMCHECKBOX 

	No   FORMCHECKBOX 

	N/A       FORMCHECKBOX 

DNK     FORMCHECKBOX 

	

	
	· Advanced EO training for staff
	Yes FORMCHECKBOX 

	No   FORMCHECKBOX 

	N/A       FORMCHECKBOX 

DNK     FORMCHECKBOX 

	

	
	· Advanced EO training for managers
	Yes FORMCHECKBOX 

	No   FORMCHECKBOX 

	N/A       FORMCHECKBOX 

DNK     FORMCHECKBOX 

	

	
	· EO training external to Monash
	Yes FORMCHECKBOX 

	No   FORMCHECKBOX 

	N/A       FORMCHECKBOX 

DNK     FORMCHECKBOX 

	

	Q16
	Does the unit regularly communicate EO information to staff and students?
	Yes FORMCHECKBOX 

	No   FORMCHECKBOX 

	N/A       FORMCHECKBOX 

DNK     FORMCHECKBOX 

	

	
	If yes, is information communicated (tick one or more)?
	
	

	
	· By email
	Yes FORMCHECKBOX 

	No   FORMCHECKBOX 

	N/A       FORMCHECKBOX 

DNK     FORMCHECKBOX 

	

	
	· In newsletter(s)
	Yes FORMCHECKBOX 

	No   FORMCHECKBOX 

	N/A       FORMCHECKBOX 

DNK     FORMCHECKBOX 

	

	
	· On noticeboards
	Yes FORMCHECKBOX 

	No   FORMCHECKBOX 

	N/A       FORMCHECKBOX 

DNK     FORMCHECKBOX 

	

	
	· At meetings
	Yes FORMCHECKBOX 

	No   FORMCHECKBOX 

	N/A       FORMCHECKBOX 

DNK     FORMCHECKBOX 

	

	
	· Via a website
	Yes FORMCHECKBOX 

	No   FORMCHECKBOX 

	N/A       FORMCHECKBOX 

DNK     FORMCHECKBOX 

	

	Section 3: Workplace Culture

	Q17
	Is the workplace culture of the unit monitored?
	Yes FORMCHECKBOX 

	No   FORMCHECKBOX 

	N/A       FORMCHECKBOX 

DNK     FORMCHECKBOX 

	Workplace culture is an important contributor to equal opportunity. Where workplace practices are transparent and regularly reviewed unlawful conduct is less likely to occur. Staff and students who believe that they have experienced discrimination or sexual harassment will be more likely to speak up if they believe that their concerns will be taken seriously and managed appropriatelyly.

	
	If yes, indicate how this is achieved
	
	

	
	· anonymous survey 
	Yes FORMCHECKBOX 

	No   FORMCHECKBOX 

	N/A       FORMCHECKBOX 

DNK     FORMCHECKBOX 

	

	
	· open door policy with staff and students
	Yes FORMCHECKBOX 

	No   FORMCHECKBOX 

	N/A       FORMCHECKBOX 

DNK     FORMCHECKBOX 

	

	
	· workplace behaviour (flexible arrangements, staff development, sick leave, absenteeism, stress leave, staff turnover) is monitored
	Yes FORMCHECKBOX 

	No   FORMCHECKBOX 

	N/A       FORMCHECKBOX 

DNK     FORMCHECKBOX 

	

	Q18a
	Does your unit have a staff member who is:
	Yes FORMCHECKBOX 

	No   FORMCHECKBOX 

	N/A       FORMCHECKBOX 

DNK     FORMCHECKBOX 

	Discrimination and Harassment Grievance Advisers operate under the University’s Discrimination and Sexual Harassment Grievance Procedures coordinated by the EDC. They provide  advice and support to students and staff across the University. Their role as adviser will often be accessed outside their immediate work area but their training and experience provides a valuable resource for the workplace on all equal opportunity matters.

A network of student Equity Contact Officers has been established in support of the Global Equal Opportunity Policy. Equity Contact Officers have been appointed in all faculties, some Monash entities and in the Divisions. 

The role of student Equity Contact Officers is to channel information to their faculty, unit or division from the Student Equity Unit, provide feedback to the Student Equity Unit which assists with strategic planning, be a contact and referral point for staff and students seeking assistance with student equity issues, participate in and inform the faculty equity and diversity committee and attend equity briefings facilitated by the Student Equity Unit.
Disability Contact Officers (DCO) are appointed within Faculties/Divisions to provide  advice/information, to staff with a disability and/or chronic medical condition, regarding the provision of reasonable adjustments to work practices under the Staff Disability Policy. DCOs act as a resource to managers and individuals on disability rights and responsibilities for staff.

	
	If Yes, tick one or more:-
	
	

	
	· a Discrimination and Harassment Grievance Adviser or Conciliator
	Yes FORMCHECKBOX 

	No   FORMCHECKBOX 

	N/A       FORMCHECKBOX 

DNK     FORMCHECKBOX 

	

	
	· an Equity Contact Officer,
	Yes FORMCHECKBOX 

	No   FORMCHECKBOX 

	N/A       FORMCHECKBOX 

DNK     FORMCHECKBOX 

	

	
	· a Disability Contact Officer
	Yes FORMCHECKBOX 

	No   FORMCHECKBOX 

	N/A       FORMCHECKBOX 

DNK     FORMCHECKBOX 

	

	
	· An Equity and Diversity Committee member
	Yes FORMCHECKBOX 

	No   FORMCHECKBOX 

	N/A       FORMCHECKBOX 

DNK     FORMCHECKBOX 

	

	Q18b
	For each person from your unit identified in 18a indicate whether that staff member’s performance plan or work program includes the activities related to this role :
	
	Each network requires a commitment from staff of time for undertaking the role in addition to initial and ongoing training.  

Student Equity Contact Officers meet several times a year to network and undertake in service training in addition to the time they devote to this role within their Faculties.

Discrimination and Harassment Grievance Advisers and Conciliators are required to attend a minimum of 3 half day network meetings per year in addition to initial training which includes

· EO Online training

· Advanced EO training for staff or Managers

· Discrimination and Harassment Grievance Advisor Training (2 days)

A number of Advisors undertake further specialised training in alternative dispute resolution and become eligible for appointment as Discrimination and Harassment Conciliators.

All network members must attend regular meetings and briefings in order to maintain their knowledge of University policies and practices.

Disability Contact Officers are available within Faculty/Divisions to provide confidential advice/information, to staff with a disability and/or chronic medical condition, regarding the provision of reasonable adjustments to work practices under the Staff Disability Policy. Staff can also approach a DCO for information regarding University support services.

Disability Contact Officers and Discrimination and Harassment Grievance Advisers maintain confidential file notes and require secure storage facilities in their workplaces to meet their obligations under Privacy legislation.

Staff who serve on Equity and Diversity Committees at faculty / division or University levels support the equity agenda by informing policy and planning initiatives within their workplaces and across the University.

	
	· Equity Contact Officers
	Yes FORMCHECKBOX 

	No   FORMCHECKBOX 

	N/A       FORMCHECKBOX 

DNK     FORMCHECKBOX 

	

	
	· Discrimination and Harassment Grievance Advisers
	Yes FORMCHECKBOX 

	No   FORMCHECKBOX 

	N/A       FORMCHECKBOX 

DNK     FORMCHECKBOX 

	

	
	· Disability Contact officers
	Yes FORMCHECKBOX 

	No   FORMCHECKBOX 

	N/A       FORMCHECKBOX 

DNK     FORMCHECKBOX 

	

	
	· Faculty/ division Equity and Diversity committee members or University wide Equity Committees, Advisory or Reference groups
	Yes FORMCHECKBOX 

	No   FORMCHECKBOX 

	N/A       FORMCHECKBOX 

DNK     FORMCHECKBOX 

	

	Q18c
	For members of your unit who are involved in an Equity and Diversity Committee, Advisory or Reference group indicate which of the following applies to them:
	
	Social Inclusion Committees
Diversity and Inclusion matters are monitored and actioned locally in faculties and divisions and centrally by the university. The involvement and engagement of staff across all areas and levels and their communication within and across the university is essential for their effectiveness. 

By providing opportunities for staff to report back to their work units on their social inclusion committee activities the full benefit of their knowledge and experience can be realised.



	
	If yes, tick one or more:-
	
	

	
	· Their involvement is well known in the work unit
	Yes FORMCHECKBOX 

	No   FORMCHECKBOX 

	N/A       FORMCHECKBOX 

DNK     FORMCHECKBOX 

	

	
	· They regularly attend all meetings
	Yes FORMCHECKBOX 

	No   FORMCHECKBOX 

	N/A       FORMCHECKBOX 

DNK     FORMCHECKBOX 

	

	
	· They provide regular updates on policy matters to the work unit
	Yes FORMCHECKBOX 

	No   FORMCHECKBOX 

	N/A       FORMCHECKBOX 

DNK     FORMCHECKBOX 

	

	
	(i) Through informal verbal reports
	Yes FORMCHECKBOX 

	No   FORMCHECKBOX 

	N/A       FORMCHECKBOX 

DNK     FORMCHECKBOX 

	

	
	(ii) Formally at regular meetings
	Yes FORMCHECKBOX 

	No   FORMCHECKBOX 

	N/A       FORMCHECKBOX 

DNK     FORMCHECKBOX 

	

	
	(iii) Verbally to management
	Yes FORMCHECKBOX 

	No   FORMCHECKBOX 

	N/A       FORMCHECKBOX 

DNK     FORMCHECKBOX 

	

	
	(iv)Via a website
	Yes FORMCHECKBOX 

	No   FORMCHECKBOX 

	N/A       FORMCHECKBOX 

DNK     FORMCHECKBOX 

	

	
	(v) On noticeboards
	Yes FORMCHECKBOX 

	No   FORMCHECKBOX 

	N/A       FORMCHECKBOX 

DNK     FORMCHECKBOX 

	

	Section 4: Legislative Compliance

Managers and supervisors should also be aware of the University’s vicarious liability for breaches which involve consultants, independent contractors, visitors and members of the public on University property and where their areas of responsibility significantly involve such groups they should be factored into the following risk assessments.

	Q19
	Has some consideration been given to possible breaches involving these groups?
	Yes FORMCHECKBOX 

	No   FORMCHECKBOX 

	N/A       FORMCHECKBOX 

DNK     FORMCHECKBOX 

	In order for the University to meet its obligation to provide an environment that is free from unlawful discrimination and sexual harassment for students and staff it is important that information about expected behaviour and procedures for addressing breaches is widely distributed.

Flexible and inclusive practices lessen the opportunities for discrimination and foster positive cooperative environments for work and for learning.

Staff and students in the course of their work and study may also come in contact with consultants, independent contractors, visitors and members of the public on University property. Some consideration might also be given for situations where these groups might report or be reported for unlawful behaviour.


	
	If yes, tick one or more:-
	
	

	
	· Sexual harassment

	Yes FORMCHECKBOX 

	No   FORMCHECKBOX 

	N/A       FORMCHECKBOX 

DNK     FORMCHECKBOX 

	

	
	· Racial / religious discrimination or vilification
	Yes FORMCHECKBOX 

	No   FORMCHECKBOX 

	N/A       FORMCHECKBOX 

DNK     FORMCHECKBOX 

	

	
	· Disability discrimination
	Yes FORMCHECKBOX 

	No   FORMCHECKBOX 

	N/A       FORMCHECKBOX 

DNK     FORMCHECKBOX 

	

	
	· Gender discrimination
	Yes FORMCHECKBOX 

	No   FORMCHECKBOX 

	N/A       FORMCHECKBOX 

DNK     FORMCHECKBOX 

	

	
	· Parents or carers
	Yes FORMCHECKBOX 

	No   FORMCHECKBOX 

	N/A       FORMCHECKBOX 

DNK     FORMCHECKBOX 

	

	
	· Discrimination on other protected grounds
	Yes FORMCHECKBOX 

	No   FORMCHECKBOX 

	N/A       FORMCHECKBOX 

DNK     FORMCHECKBOX 

	

	Q20
	Are proactive strategies developed to mitigate against compliance risks as they are identified?
	Yes FORMCHECKBOX 

	No   FORMCHECKBOX 

	N/A       FORMCHECKBOX 

DNK     FORMCHECKBOX 

	In 2010 the Equal Opportunity Act 2010 (Vic) introduced a positive duty on employers to prevent discrimination. The University is required to take proactive and proportionate steps to prevent discrimination, harassment and vilification from occurring. Individual work units by nature of the work being performed, the physical environment or the diversity within student and staff populations and the presence of others may be more exposed to breaches of certain kinds. Where a potential risk is identified proactive measures should be introduced to prevent it from being realised.

Completion of this Questionnaire is an example of such a proactive strategy and staff from the EDC can be contacted to explore further actions.

	
	If yes, indicate how this is achieved:-
	
	

	
	· In consultation with senior management
	Yes FORMCHECKBOX 

	No   FORMCHECKBOX 

	N/A       FORMCHECKBOX 

DNK     FORMCHECKBOX 

	

	
	· In consultation with Faculty/Divisional Equity and Diversity Committee
	Yes FORMCHECKBOX 

	No   FORMCHECKBOX 

	N/A       FORMCHECKBOX 

DNK     FORMCHECKBOX 

	

	
	· In consultation with EDC


	Yes FORMCHECKBOX 

	No   FORMCHECKBOX 

	N/A       FORMCHECKBOX 

DNK     FORMCHECKBOX 

	

	
	· Introduction of training


	Yes FORMCHECKBOX 

	No   FORMCHECKBOX 

	N/A       FORMCHECKBOX 

DNK     FORMCHECKBOX 

	

	
	· Development of policies
	Yes FORMCHECKBOX 

	No   FORMCHECKBOX 

	N/A       FORMCHECKBOX 

DNK     FORMCHECKBOX 

	

	Section 5: Monitoring and Reporting

	Q21


	Are incidents when they occur managed locally?
	Yes FORMCHECKBOX 

	No   FORMCHECKBOX 

	N/A       FORMCHECKBOX 

DNK     FORMCHECKBOX 

	Equity and Diversity networks have been set up across the university to address equal opportunity issues and risks. Faculty and Divisional Social Inclusion Committee and the Equity and Diversity Centre can be consulted to explore appropriate strategies. The University has developed several Inclusive Practices plans and strategies which articulate specific actions and targets which can be further developed.

Where equal opportunity breaches may be involved the Equity and Diversity Centre can be contacted for advice.

All incidents and allegations of unlawful behaviour need to be taken seriously. Students and staff should be encouraged to report their concerns and managers should be proactive in their efforts to prevent breaches from occurring. 

In all cases managers should refer matters involving discrimination and sexual harassment to the University’s Discrimination and Harassment Grievance Procedures. 

Allegations of discrimination and sexual harassment are often complex and highly sensitive. Both parties in a complaint have rights and responsibilities. Managers play an important role in supporting aggrieved parties appropriately and implementing workplace practices and providing training to eliminate repeated incidents from occurring.

Where an aggrieved student or staff member does not wish to take action on their own behalf it may be important for the manager to act. Before doing so, however, they should apprise themselves of their responsibilities in simultaneously maintaining the privacy of parties and supporting the University’s vicarious liability. 

	
	If yes, indicate how this is achieved:- 
	
	

	
	· All incidents are reported to the manager
	Yes FORMCHECKBOX 

	No   FORMCHECKBOX 

	N/A       FORMCHECKBOX 

DNK     FORMCHECKBOX 

	

	
	· Strict privacy is maintained 
	Yes FORMCHECKBOX 

	No   FORMCHECKBOX 

	N/A       FORMCHECKBOX 

DNK     FORMCHECKBOX 

	

	
	· Action is taken only with consent from the person making a complaint
	Yes FORMCHECKBOX 

	No   FORMCHECKBOX 

	N/A       FORMCHECKBOX 

DNK     FORMCHECKBOX 

	

	
	· The aggrieved party is referred to the Discrimination and Sexual Harassment Grievance Procedures


	Yes FORMCHECKBOX 

	No   FORMCHECKBOX 

	N/A       FORMCHECKBOX 

DNK     FORMCHECKBOX 

	

	
	· The aggrieved party is informed of the University’s counselling service
	Yes FORMCHECKBOX 

	No   FORMCHECKBOX 

	N/A       FORMCHECKBOX 

DNK     FORMCHECKBOX 

	

	
	· Where both parties work or study in the same area they are each supported appropriately 


	Yes FORMCHECKBOX 

	No   FORMCHECKBOX 

	N/A       FORMCHECKBOX 

DNK     FORMCHECKBOX 

	

	Q22


	Are incidents and breaches recorded?
	Yes FORMCHECKBOX 

	No   FORMCHECKBOX 

	N/A       FORMCHECKBOX 

DNK     FORMCHECKBOX 

	Discrimination, vilification and sexual harassment allegations must be held in accordance with the University’s Privacy Policy. They should not be placed on central staff or student files but managers should maintain a securely stored file note of all incidents of which they become aware and record any actions taken or undertakings made by students and staff about future behaviour.

Providing information to appropriate senior management which does not identify individuals but alerts them to issues that have arisen may inform future planning, policy development and training initiatives. Similarly highlighting issues to the EDC provides an opportunity for strategically informing the equity and diversity agenda across the university through its various committees.

	
	If Yes, indicate how this is achieved?
	
	

	
	· Secure file note held by manager
	Yes FORMCHECKBOX 

	No   FORMCHECKBOX 

	N/A       FORMCHECKBOX 

DNK     FORMCHECKBOX 

	

	
	· De-identified report made to senior management for information
	Yes FORMCHECKBOX 

	No   FORMCHECKBOX 

	N/A       FORMCHECKBOX 

DNK     FORMCHECKBOX 

	


Websites of Interest
Equity and Diversity Centre
http://www.monash.edu.au/equity-diversity/
EDC Staff 

http://www.monash.edu.au/equity-diversity/contact-us.html
Monash Strategic and Other Plans

http://www.ups.monash.edu.au/planning/strategic/
Equal Opportunity Policy

http://www.monash.edu.au/equity-diversity/policies/equal-opportunity-policy.html
Inclusive Practices Disability Plan

www.monash.edu.au/equity-diversity/disability/disability-plan-2010-2014.doc
EO Online Training

http://www.monash.edu.au/equity-diversity/discriminationharassment/onlinetraining/index.html
Advanced Equal Opportunity Training for staff
http://www.monash.edu.au/equity-diversity/discriminationharassment/advanced-workshops.html
Advanced Equal Opportunity Training for managers

http://www.monash.edu.au/equity-diversity/discriminationharassment/advanced-training-managers.html
Discrimination and Harassment Grievance Procedures

http://www.monash.edu.au/equity-diversity/policies/discrimination-harassment-grievance-procedures.html
Guidelines for the inclusion of EO roles & responsibility into position descriptions and engagement profiles for personnel in a supervisory or management role at Monash University

http://www.monash.edu.au/equity-diversity/discriminationharassment/guidelines-for-inclusion-eo-roles-managers.doc
Guidelines for the inclusion of EO roles & responsibility into position descriptions and engagement profiles for staff at Monash University

http://www.monash.edu.au/equity-diversity/discriminationharassment/guidelines-inclusion-eo-roles-staff.doc
Social Inclusion committee structure 
http://www.monash.edu.au/equity-diversity/social-inclusion/index.html

Discrimination and Harassment Grievance Advisers
http://www.monash.edu.au/equity-diversity/discriminationharassment/contact-an-adviser.html

Disability Contact Officer Network
http://www.monash.edu.au/equity-diversity/disability/disability-contact-officer-network.html
Cultural Calendar

http://adm.monash.edu/sss/equity-diversity/calendar/
Days of strict religious observance (For 2011, 2012 and 2013)
http:/monash.edu.au/equity-diversity/calendar/days-of-strict-observance-2011.docx
http:/monash.edu.au/equity-diversity/calendar/days-of-strict-observance-2012.docx
http:/monash.edu.au/equity-diversity/calendar/days-of-strict-observance-2013.docx
Family Responsibilities: Guidelines for Employers and Employees (Victorian Equal Opportunity and Human Rights Commission)
http://www.humanrightscommission.vic.gov.au/index.php?option=com_k2&view=item&id=1193:family-responsibilities&Itemid=708
Excellence and Diversity – Next Steps
http://www.opq.monash.edu.au/ups/planning/excellence-diversity-nextsteps.pdf
Monash Directions 2025

http://www.monash.edu.au/about/monash-directions/
Monash University Ethics Statement

http://adm.monash.edu/human-resources/ethics/ethics.html
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