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This form should be used in conjunction with NOPSEMA Guidance Note N-03300-GN2303 – Notification Reporting and Recording Requirements for Incidents, which is available on the NOPSEMA website.
Chapter 2, Part 8 Regulation 2.46B of the Safety Regulations requires that an operator of a facility must give NOPSEMA a written notice if the operator becomes aware of any incident of sexual harassment, bullying and/or harassment that has occurred at the facility.
It is not intended that information qualified as legal professional privilege be included in this form.
Part 1 of this form must be given to NOPSEMA as soon as practicable after the operator becomes aware of the incident.
Part 2 of this form must be given to NOPSEMA within 30 days after notifying NOPSEMA of the incident, or within a longer period as NOPSEMA approves.
Written reports are to be submitted by:
Email: psychosocial@nopsema.gov.au for documents less than 10 MB; or
Secure file transfer: https://securefile.nopsema.gov.au/filedrop/submissions.
	Operator Details

	

	Date and time of this incident report?

	Date
	
	Time
	

	Is this the initial incident report? 	Yes ☐	No ☐

	Type of Incident      Sexual Harassment ☐	Bullying  ☐	Harassment  ☐

	Details of person submitting this report

	Name
	
	Position
	

	Email
	
	Phone
	

	Facility Details

	Facility Name
	

	Was the subject (respondent) of this incident employed by a contractor? 
If so, provide contractor details
Not Applicable ☐

	Name
	
	Position
	

	Email
	
	Phone
	


Part 1 – Information Required when Operator Aware of Incident
	1. When did the incident occur/behaviour first begin?

	Date
	

	Time and time zone
	

	De-identified account of the incident.
Note: To de-identify the account, do not provide name(s) of the persons involved. Suggested terminology:
Subject of the complaint – the person who engaged in potentially harmful behaviour
Affected Worker – the person(s) exposed to potentially harmful behaviour

	The behaviour reported meets the definition* of
☐ Bullying
☐ Harassment
☐ Sexual harassment
☐ Unknown 
The Subject and Affected Worker are
☐ Peers / equal standing
☐ Manager and subordinate
☐ Subordinate and manager
☐ Unknown
The behaviour occurred
☐ Once
☐ Two or more times
☐ Unknown

	

	Actions taken by the operator.
Please describe actions taken by the operator on becoming aware of the incident, ensuring that the information provided continues to be de-identified.

	Please tick the boxes which best describes the response:
☐ Issue was resolved through mediation
☐ Persons involved continued working together
☐ Persons involved were separated
☐ Subject was demobilised
☐ Workplace investigation commenced

	Details:


*Definitions of Sexual Harassment, Bullying or Harassment are provided below for reference.
Bullying: Repeated unreasonable behaviour directed towards a worker or group of workers that creates a risk to health and safety
[bookmark: _Hlk210986744]Harassment: Harmful behaviour due to personal characteristics such as age, disability, race, nationality, religion, political affiliation, sex, relationship status, family or carer responsibilities, sexual orientation, gender identity or intersex status. Also includes harmful behaviour that does not amount to bullying (such as single instances) but creates a risk to health or safety
Sexual harassment: Any unwelcome sexual advance, unwelcome request for sexual favours or other unwelcome conduct of a sexual nature, in circumstances where a reasonable person, having regard to all the circumstances, would anticipate the possibility that the person harassed would be offended, humiliated or intimidated. 
(Adapted from Safe Work Australia Model Code of Practice on Managing psychosocial hazards at work)


Part 2 – Information required within 30 days of Initial Report
	2. De-identified account of the incident – if different or new information since initial report.
Note: Information is considered de‑identified if names or identifiable information is not provided

	

	Did the incident result in the affected worker(s) not being able to perform their work? 	Yes ☐	No ☐

	If yes, how many days was the individual unable to perform their work?
	

	Has the individual returned to work?
	Yes ☐	No ☐

	Actions taken, or proposed to be taken, to reduce the risk of harm to health of workers involved in the incident.

	Action
	Responsible party
	Completion date 
Actual or intended

	
	
	

	
	
	

	Measures that have been, or will be, put in place at the facility to prevent or reduce the risk of similar incidents occurring at the facility.

	Measures
	Responsible party
	Completion date 
Actual or intended

	
	
	

	
	
	





Privacy Notice
NOPSEMA collects your personal information for the purpose of investigating accidents, dangerous occurrences and environmental incidents under the Offshore Petroleum and Greenhouse Gas Storage Act 2006.
NOPSEMA will not use or disclose your personal information for any other purpose without your consent, unless it is required or authorised by law, or relates to NOPSEMA’s enforcement activities. Your personal information may be disclosed to the following organisations, entities or individuals:
· individuals who make a request under the Freedom of Information Act 1982
· the Australian National Audit Office and other privately appointed auditors
· other law enforcement bodies (for example, the police or the coroner)
· NOPSEMA’s legal advisors.

NOPSEMA may occasionally be required to disclose information to overseas recipients in order to discharge its functions or exercise its powers, or to perform its necessary business activities.
Information about how you can access, or seek correction to, your personal information is contained in NOPSEMA’s APP Privacy Policy at www.nopsema.gov.au/privacy. If you have an enquiry or a complaint about your privacy, please contact NOPSEMA’s Privacy Contact Officer on (08) 6188 8700 or by email at: privacy@nopsema.gov.au.
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