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Anti-Discrimination, Sexual harassment and Bullying Policy -  

 Policy Internal Audit Schedule  - --------- 

January 2004 – December 2004

	Task
	Who is responsibility for doing the task
	Who is responsible for ensuring task is done
	Frequency
	Date last attended to/next date
	Evidence

	1. Ensure all persons working in the Province receive a copy of the Policy
	Director/Principal/Ministry Leader/Ceo
	Director of ERED, PLT contact person, Board of associated corporation
	Annually
	
	Staff Induction Sheets

Staff Training register

	2. Ensure all persons working in the Province receive appropriate training
	Director/Principal/Ministry Leader/CEO
	Director ERED, PLT contact person, Board of associated corporation
	Annually
	
	Staff training register

	3. Appoint Harassment Referral Officer (HRO)
	Principal/Ministry Leader/CEO
	Principal/Ministry Leader/CEO
	Annually
	
	Letter of Apppointment



	4. Ensure HRO receives training
	Principal/Ministry Leader/CEO
	Principal/Ministry Leader/CEO
	
	
	Staff training register

	5. Inform staff of role of HRO


	Principal/Ministry Leader/CEO
	Principal/Ministry Leader/CEO
	Annually


	
	Memo to staff

Information

	6. Support staff who approach with a complaint
	HRO
	HRO
	
	
	Annexure B 

	7. Ascertain the outcome a Complainant seeks and provide information to assist in resolution of complaint
	HRO
	HRO
	
	
	Annexure B 

	8. Maintain a Harassment register of complaints
	HRO
	HRO
	
	
	Register

	9. Provide statistical information regarding complaints 
	HRO
	HRO
	Quarterly
	
	Statistic forms

	10. Respond supportively to staff and students who make a complaint of harassment
	Director/Principal/Ministry Leader/CEO
	Director/Principal/Ministry Leader/CEO
	
	
	Annexure C 

	11. Investigate the internal formal complaint – following the Complaints Procedure 
	Director/Principal/Ministry Leader/CEO
	Director/Principal/Ministry Leader
	
	
	Annexure C 

	12. Provide ongoing support to the person (complainant, person who the complaint is about, witnesses) 
	Support person
	Director/Principal/Ministry Leader/CEO
	
	
	Annexure C 

Annexure D 

	13. Provide appropriate support to the Director/Principal/Ministry Leader/CEO from the time the complaint is received until the resolution
	Designated senior colleague
	Director/Principal/Ministry Leader/CEO
	
	
	

	14. Appoint Investigating Officer when necessary
	Director/Principal/Ministry Leader/CEO
	Director/Principal/Ministry Leader/CEO
	
	
	

	15. Complete all necessary documentation
	Director/Principal/Ministry Leader/CEO

Investigating Officer
	Director/Principal/Ministry Leader/CEO
	
	
	Annexure B,C,D,E

	16. Determine disciplinary action to be taken in terms of the Policy 12 Disciplinary Policy and Procedure for staff
	Director/Principal/Ministry Leader/CEO
	Director/Principal/Ministry Leader/CEO
	
	
	Annexure E Complaint Report



	17. Implement Review process if necessary
	Director/Principal/Ministry Leader/CEO
	Director/Principal/Ministry Leader/CEO
	
	
	Report

	18. Ensure an annual audit is carried out and evidence is available for external audit
	Director/Principal/Ministry Leader/CEO
	Director/Principal/Ministry Leader/CEO
	
	
	Internal Audit Schedule and evidence

Variation Forms

	19. Ensure an Annual Compliance Report is prepared and presented to the Board/PLT contact person
	Director/Principal/Ministry Leader/CEO
	Board/PLT contact person/Board of associated corporation
	
	
	Annual Compliance Report


Internal Audit Schedule:


Policy: 5.
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