Guidance on Reasonable Steps – Duty to Prevent Sexual Harassment
	Table of Measures 
	This table is designed to guide the LPCs as employers as to the steps they might take to mitigate the risk of sexual harassment occurring and to aid compliance with the all-reasonable steps defence and the new duty to take reasonable steps to prevent sexual harassment in a retail focussed organisation.  

	Description of typical workforce
	 

	Particular Sexual harassment risks for different job roles 
	 

	Measure
	Bronze 

	Silver 

	Gold


	Please review the allocation of x’s below and consider what would be reasonable for an LPC to do. 

	Example applicable size of employer[footnoteRef:1] [1:  •	Low SH risk – eg no previously reported incidents and no employee contact with third parties
•	Medium SH risk – eg employee contact with third parties; in past 5 years: no reported incidents (small employers) or 1 reported incident (100+ employees); or 3 reported incidents (250+ employees)
•	High SH risk – eg employee contact with third parties; in the past 5 years 1 reported incident (small employers) or 2 reported incidents (100+ employees); or 5 reported incidents (250+ employees)] 

	Low SH risk employers with limited resources (such as less than 50 employees)
	Low SH risk 50+ employees limited resources;
high risk smaller employer limited resources
	Low SH risk 250+ employees;
medium risk 100+ employees;
high risk smaller employers with sufficient resources

	Culture and staff engagement

	Employee climate survey 
	
	
	x

	Improve DEI to address power imbalances
	
	x
	x

	Appoint and train harassment champions
	
	
	x

	Proactively communicate and demonstrate a zero tolerance approach to SH
	x
	x
	x

	Leadership to demonstrate their commitment to eliminating SH 
	x
	x
	x

	Policy and assessing risk

	Implement a risk assessment to assess where sexual harassment is a higher risk.
	
	x
	x

	Review existing anti-harassment policy
	x
	x
	x

	Create a standalone and separate sexual harassment policy
	
	x
	x

	Training

	Provide all workers with training which addresses each of the three types of harassment and victimisation. 
	x
	x
	x

	Provide training to all new employees during their induction and provide regularly updated training as necessary throughout their tenure
	x
	x
	x

	Tailor training to the nature of the employer, the target audience and the employer’s policy
	
	x
	x

	Tailor training after conducting a climate survey
	
	
	x

	Provide mandatory role-specific training for managers and investigators
	
	
	x

	Hold bystander intervention training
	x
	x
	x

	Pre-and post-training surveys to monitor effectiveness of training; adapt training based on feedback
	
	
	x

	Reporting

	Informal and formal reporting channels
	x
	x
	x

	Anonymous reporting by online or telephone reporting system
	
	
	x

	Multiple reporting routes 
	x
	x
	x

	Actively encourage reporting
	
	x
	x

	Response

	Centralised record of complaints 
	
	x
	x

	Keep reports confidential
	x
	x
	x

	Investigate complaints thoroughly and fairly
	x
	x
	x

	Workplace champion to monitor SH issues and support victims
	
	
	x

	Provide guidance and support to the victim
	x
	x
	x

	Provide guidance and support to managers dealing with reports
	x
	x
	x

	Seek support from specialist organisations (eg ACAS)
	x
	x
	x

	Set out a time frame for investigations
	
	x
	x

	Select a trauma informed and experience person to conduct investigations
	
	x
	x

	Allow the victim to work normally – reassign or suspend the harasser during the investigation
	
	
	x

	Be transparent about reports and investigations of SH
	
	
	x

	Third party harassment 

	Ensure included in anti-harassment policy 
	x
	x
	x

	Publish a public notice advising third parties about zero tolerance approach
	
	x
	x

	Include express term in third party contracts
	
	x
	x

	Encourage reporting by employees, provide support and take appropriate action for every complaint
	
	x
	x





