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Preface
The Bus Industry Confederation (BIC) and its industrial 
arm, the Australian Public Transport Industrial Association 
(APTIA) advises that this Guide is provided “as is” without 
any representations or warranties, express or implied. BIC 
and APTIA make no representations or warranties in relation 
to this Guide or the information and materials provided 
within this Guide. Finally BIC or APTIA will not be liable to 
you in relation to the contents of, or use of, or otherwise in 
connection with this Guide.

The material produced in this Guide is the property of BIC, 
except where ownership is otherwise acknowledged.

All materials and information provided in this Guide and 
the website in which the Guide appears is protected by the 
applicable laws within Australia relating to copyright, more 
especially the Copyright Act (C’th), 1968.

Any attempt to reproduce any information or material 
contained within the Guide and the website in which the 
Guide appears will be considered a breach of copyright 
unless the express written approval of BIC has been 
obtained.
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Why this Guide has been produced for Industry

Background
In 2012 the Australian Government, through the Department of Education, Employment and Workplace relations 
(DEEWR) provided funds to the Australian Chamber of Commerce and Industry (ACCI) under its Productivity 
Education and Training (PET) Fund. The objective of PET was to create long term programs of education and 
skills development to support cooperative and productive workplace relations that promoted national prosperity 
and social inclusion for all Australians.

The Bus Industry Confederation (BIC) as a member of ACCI contracted with ACCI to contribute to the objectives 
of PET.

The Australian Public Transport Industrial Association (APTIA), the industrial arm of the BIC, along with 
consultants, The Interact Group, a privately owned company, undertook a research project to identify health and 
wellbeing issues within the bus and coach industry and to prepare a Health and Wellbeing Awareness Guide for 
the benefit of the bus and coach industry.

The PET program was undertaken in 3 key stages:

1. Conduct an Industry Workplace Survey 

2. Conduct an Ergonomic Workplace Assessment (Drivers only)

3. Conduct a Health and Wellbeing Trial Program (All Employees)

The results of these stages are outlined in this Guide.  

This Guide is not intended to be prescriptive on how to implement health and wellbeing initiatives and policies 
in the workplace.  Rather this Guide aims to assist organisations on being aware of health and wellbeing 
issues in their workforce and provides some recommendations and policies that may assist with enhancing 
the health and wellbeing of employees.

Why Better Health?
The World Health Organisation (WHO) (2013) defines health to be: ‘a state of complete physical, mental and 
social wellbeing and not merely the absence of disease of infirmity.’ 

Health Bodies such as the WHO has recognised the importance of promoting health and wellbeing in the 
workplace as Australians will spend up to one-third of their lives at work. (Australian, State and Territory 
Government 2012).

Workplace health and wellbeing programs not only have real potential to positively influence the health of our 
workforce, they also make sense for the company and industry. Increasing employee engagement and team 
cooperation in the short term will lead to reduced absenteeism, increased productivity and improved business 
image in the longer term. (Australian, State and Territory Government 2012).

In order to achieve positive outcomes, the implementation of several recommendations on a smaller scale that 
address more than one area of health and wellbeing, will highlight success across the entirety of health and 
wellbeing; thereby incentivising the ongoing development of health and wellbeing initiatives in the longer term.

The new ACT Work Health and Safety Act (Australian, State and Territory Government 2012), recommends the 
individual in charge of the company is to take responsibility for the health and wellbeing and safety of their staff. 
A workplace health and wellbeing program will complement the business’s workplace safety systems (Australian 
Government 2010). 

Simple workplace health and wellbeing programs have the potential to be implemented in any business 
setting. It is expected that implementing a health and wellbeing program across the bus and coach industry will 
improve health (both physical and psychological), promote a happier workforce, which in turn will reduce illness, 
absenteeism, and increase productivity, promoting potential growth of the bus and coach industry. 
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Some Industry Statistics
Recent studies within the bus and coach industry indicate:

 > employees are predominantly older than that of the nation’s average workforce, with the majority of 
employees being aged between 51 and 60. With age comes illness and health issues which are likely to 
impact negatively on the workers longevity, life expectancy, productivity and reliability.  

 > 55% of the workers surveyed are either obese or overweight, yet many of these workers have a poor 
understanding of their weight and the impact of this on their health, wellbeing and productivity at work.

 > a high proportion of workers do not exercise to the required level throughout their working week, and 
therefore, are unlikely to reduce their weight.  Other key concerns include mental health issues, numerous 
pain sites and healthy diet choices.

Healthy employees are 3 times more effective than their co-workers who may be less healthy which equates 
to 143 effective hours per month for a healthy worker compared with 49 hours effective hours for an unhealthy 
worker.

Industry Workplace Survey

Introduction
In 2013 an Industry Workplace Survey was undertaken at five different bus and coach operations in Western 
Australia, New South Wales and Queensland.

Participating organisations included:

 > Buslines Group

 > The Entrance Redbus

 > Greyhound Australia

 > Australian Transit Group

 > Transit Australia Group

The Workplace Survey looked at:

 > gender

 > age

 > body mass

 > diet

 > hobbies and interests

 > attitudes to the workplace

 > happiness and contentment

 > concerns about health

 > job satisfaction.
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Workplace Survey Results 

1. There is an older, predominantly male workforce, which represents a number of health risks which is in
line with the ageing national population.

2. To maintain this workforce all organisations need to be proactive in managing their older workforce.

3. For an older workforce to remain healthy and to successfully contribute, individuals need to maintain
good exercise habits. Choosing the right type of exercise is therefore important.

4. Mental health issues impact on job satisfaction and the ability of an employee to safely perform their
duties.

5. An older workforce is more reliable and more inclined to understand instruction and be able to deal with
supervision.

Ergonomic Workplace Assessment

Introduction
The Workplace Survey was the first step towards a national focus on health and wellbeing of employees in the 
bus and coach industry.

In 2010, bus drivers represented about 80% of the 50,000 workers employed across the bus and coach industry.  
With such a high percentage of the workforce undertaking driving tasks, it was determined that a focussed study 
of drivers performing their usual tasks in their usual habitat be undertaken. 

The Ergonomic Workplace Assessment was undertaken by The Interact Group, where drivers at Forest Coach 
Lines were interviewed and accompanied on their buses during a number of shifts. 

The following workplace demands on drivers were identified as being:

 > Environment

 > Physical

 > Cognitive

 > Psychological.

Workplace Demands on Drivers

Environment

In the working environment buses ranged from very large high capacity articulated buses, double deck buses 
and single deck buses designed to accommodate a range of customers from infant to elderly to people with 
disabilities. The capacity of the buses also differed from coaches up to 53 passengers, charter buses with 49 to 
55 passengers and mini buses with 24 passengers. High capacity articulated buses carry up to 65 passengers. 

Buses and coaches operate over short and long periods of travel providing a service to a wide spectrum of 
customers to enable them to reach their destination in a safe, comfortable and reliable manner.

Physical 

The Ergonomic Workplace Assessment derived the following physical demands on Drivers:

 > constant sitting

 > constant bi-lateral upper limb movements (to hold and move steering wheel with two arms) and frequent 
uni-lateral movement (with one arm)

 > frequent rotation of the neck (for example, turning head to look at traffic or boarding/alighting passengers)
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 > constant plantar flexion and dors flexion of the right foot, ie. moving the feet up (pulling toes up) and down 
to operate foot petals

 > control precision - the ability to quickly and repeatedly adjust the controls of a machine or a vehicle to exact 
positions

 > multi-limb coordination - the ability to coordinate two or more limbs (for example, two arms, two legs, or 
one leg and one arm) whilst sitting or standing

 > reaction time - the ability to quickly respond (with the hand, finger, or foot) to a signal (sound, light, picture) 
when it appears.

Cognitive

The Ergonomic Workplace Assessment derived the following cognitive demands on Drivers:

 > far vision - the ability to autonomously react to and have skills with far vision, i.e. the ability to see details at 
a distance

 > depth perception - the ability for the driver to judge which of several objects is closer or farther away from 
themself or to judge the distance between themself and an object

 > near vision - the ability to see details at close range (within a few feet of the observer)

 > problem sensitivity - the ability to tell when something is wrong or is likely to go wrong. It does not involve 
solving the problem, only recognizing there is a problem. Problem sensitivity also includes the ability to 
recognise any safety concerns or hazards

 > spatial orientation - the ability for the driver to know their location in relation to the environment or to know 
where other objects are in relation to themself

 > oral comprehension - the ability to listen to and understand information and ideas presented through 
spoken words and sentences

 > reaction time - the ability to quickly respond (with the hand, finger, or foot) to a signal (sound, light, picture) 
when it appears.

Psychological

The Ergonomic Workplace Assessment derived the following psychological demands on Drivers:

 > constant interaction with customers

 > stressors associated with negotiating traffic hazards

 > maintaining timeliness of bus routes

 > break times

 > other psychological stressors include poor cabin ergonomics, rotating shift patterns, inflexible running 
times, increase in traffic, and violent or demanding passengers.

Workplace Health & Wellbeing Trial Program
As a result of the Ergonomic Workplace Assessment, a 6 month health and wellbeing trial program was 
undertaken at Forest Coach Lines with all employees across the organisation participating.  The full study of this 
trial program can be downloaded at: www.aptia.com.au.

There were 7 key policies implemented as a part of the trial:

1. The introduction of a 1000 step pedometer provided an encouragement to employees to participate, in a
competitive environment, by wearing the pedometer for a short period. This initiative provided for exercise,
healthy competition and improvement to cardiovascular fitness. An incentive, such as a prize for the
employee who achieved the best improvement added to the interest of employees.

2. A health notice board was located in the drivers’ staff room to promote the health awareness campaign and
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to provide social interaction as well as health education. The Notice Board was used to advise employees 
what initiatives had been commenced and what was available to them to improve their health and wellbeing.

3. A fresh fruit bowl was made provided for staff for their personal use.

4. Healthy Food Outlets were sourced by the Company at interchanges or local shopping centres where 
employees were likely to have their meal breaks during the day. The intention was to provide a cheaper, 
healthier choice of food and drink to employees. 

5. Personal health professionals were recommended to employees. The Company sourced local health 
professionals to assist employees with their day to day health issues. A local chiropractor agreed to attend 
the depot and to talk to employees about their health and way to improve and ensure that good health was 
maintained. Some of the training sessions included an understanding of the anatomy of the body, core 
strengthening exercises and nutrition advice.

6. Bullying and harassment training was provided to all employees in  a series of sessions at which employees 
gained an understanding of what constituted bullying and harassment and how the Company’s policies and 
procedures sought to address the issues.

7. An Employee Assistance Program was established under which employees were able to contact a trained 
consultant and discuss employment and non-employment issues with a trained consultant in confidence. 
The program was designed so that a set number of individual consultations were paid by the employer and 
thereafter by the employee if the consultant referred the employee to another professional. At the same time 
the trained consultant provided a monthly generic report to the Company outlining the types of issues that 
were impacting on the company so that management at least understand what was troubling its workforce.       

Key Outcomes of the Health & Wellbeing Trial Program

 > Employees across the board substantially increased their health awareness.

 > The program created the motivators to make significant lifestyle changes.

 > Improved understanding by employees of bullying and harassment issues.

 > The reporting of bullying and harassment was significantly reduced.

 > Improved understanding by employees of their relationship with management.

 > The engagement of employers with their employees was significantly increased.

Recommendations
This Guide aims to assist organisations on being aware of health and wellbeing issues in their workforce and 
provides some recommendations and policies that may assist with enhancing the health and wellbeing of 
employees.

Take the 5 Steps to a Better Workforce

Healthy employees are 3 times more effective than their co-workers who may be less healthy which equates 
to 143 effective hours per month for a healthy worker compared with 49 hours effective hours for an unhealthy 
worker.

There are 5 steps to creating a better workforce to enhance the health and productivity of employees:

1. Know Workforce - employers should know their workforce and the issues impacting on the workplace, such 
as: age, gender mix, dietary attitudes, hobbies and interests, job satisfaction, etc. 

2. Create Awareness - employers create awareness by regularly consulting its workforce and being inclusive 
of all employees in that consultation.  Form a Health and Wellbeing Taskforce comprised of employees 
committed to health and wellbeing. Ideally a Captain of the Taskforce should be appointed who can be the 
key driver and undertake coordination of Steps 2, 3 and 4.

3. Initiatives - devise programs that address the health and wellbeing issues, such as: bullying and harassment 
training for all staff, availability of staff rooms with fresh fruit/healthy food choices, development of 
relationships with health professionals (ie. doctors, physiotherapists).
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4. Trial - implement the initiatives identified in Step 3 for a trial period. The initiatives should be reviewed and 
feedback sort from employees regularly.

5. Policies that Work and Review - a Health and Wellbeing Policy should be implemented (or reviewed if 
existing). This Policy should incorporate the procedures and policy for Steps 1 to 4.  

IMPORTANT!  A good Policy most also be relevant!  It is vital that Steps 1 to 5 are periodically reviewed and 
updated to account for changes or shifts in the workplace.

 > The 5 steps to a better workforce should be incorporated into a Policy document.  Template Four in the 
Appendix of this Guide may assist organisations in designing a Policy document.

 > The Policy should be easy to ready and should be understood by all employees.

 > It is essential that the Policy is periodically reviewed to see what is and is not providing in terms of the 
outcomes sought by both management and the workforce. This will entail proper consultation of the 
workforce and perhaps measuring the effect of each initiative against agreed outcomes.  

Appendix 1 includes a template which may assist organisations in the implementation of the 5 Steps to a Better 
Workforce.

Implement a Health and Wellbeing Policy
Bus and coach operators are encouraged to develop policies which are conducive to the good health and 
welfare of their employees.

A good Health and Wellbeing Policy will seek to:

 > encourage employees to be more physically active by providing initiatives which encourage participation in 
physical activities

 > provide encouragement to employees to take up healthy eating options and to provide fresh food to 
employees as part of that program

 > promote a smoke free workplace environment and support workers to quit smoking

 > promote worker social and emotional wellbeing through workplace practices and policies including 
providing refresher training in bullying and harassment procedures and the provision of employer assistance 
programs

 > increase worker knowledge and awareness around key health topics, including the risks of alcohol 
consumption.

In developing a Policy it is important to remember the following steps:

1. Consult with staff to promote awareness, understanding and ownership of the outcome of any policy. Staff 
involvement may also help determine how the policy might apply.

2. Define the Terms of the Policy so that employees clearly understand the policy from an early stage. Including 
specific examples can be useful.

3. Put the policies in writing and publish them so that all employees; casual and permanent have a copy. 

4. Train and regularly refer to the policy. Copies should be easy to access.

5. Implement so that the policy applies consistently across the whole employment area.

6. Continual review of the policies will ensure that the policies actually work in practice. With bullying and 
harassment and with a health and wellbeing policy it is possible to measure their success if they are 
working.

The Health and Wellbeing Policy should form part of the standard induction process of a new employee and 
refresher training.

The Appendix includes templates that may assist organisations to create further awareness about health and 
wellbeing. Some of the templates are Policies such as:

 > Template One: “Health and Well Being Policy”

 > Template Two: “Bullying and Harassment Policy”
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These policies must be designed for each workplace and properly communicated to each employee either as a 
part of refresher training or at induction. Each policy needs to be trialled to see if they work in practice.

Other templates seek to recommend ‘return to work’ terms that could be considered in an enterprise agreement 
to encourage greater productivity from the work force. They include:

 > Template Three: “Return to Work Provision”

 > Template Four: “ 5 Steps to a Better Work Force”

Employee Assistance Programs (EAP)
Bus and Coach organisations may consider providing employees with access to an Employee Assistance 
Program (EAP). An EAP is provided free by employers to their employees to support their wellbeing in the 
workplace and in their personal lives. Typically an EAP service offers initial support and assistance to individuals 
and groups of employees who have personal and/or work related issues that may impact on their wellbeing, 
work performance, safety, individual and workplace morale and psychological health.

What kinds of problems can an EAP help with?

Just about any kind of concern imaginable can be brought to the EAP. They range from simple to complex 
situations and fall mainly into the following categories:

• Stress, Anxiety & Depression

• Marital & Divorce

• Family & Parenting Problems

• Alcohol & Other Drug Dependencies

• Budget & Debt Problems

• Bereavement & Other Losses

• Change in the Workplace.

Other problems include legal, eating disorders, child and elder care, compulsive gambling, family violence and 
traumatic incidents.

What is it like to receive EAP Counselling?

The EAP counsellor helps to sort things out and get to the heart of the problem. It is a “here and now” problem-
solving approach to resolve the situation. If ongoing or specialised services are needed, the counsellor may refer 
an employee to several resources that have been screened and evaluated. The counsellor may follow up with the 
employee to ensure that they are satisfied and making progress.

How many sessions can an employee have?

When an employee calls, the EAP Provider will let the employee know how many EAP sessions are available 
under the employer’s plan. If an employee uses the EAP session(s) and the situation flares up again, the 
employee may see the counsellor again to reassess what is needed. The employee may use the EAP more than 
once in a year if it’s for a different problem. 

The role of an EAP is not to provide ongoing counselling or therapy, but to help an employee sort things out, 
develop an action plan, and provide targeted referrals for ongoing or specialised services if needed. Many 
people find it helpful to talk things out with an objective, experienced professional.

Why should an employer engage an EAP Provider?

The implementation of an EAP can be very influential in improving productivity within the workforce. It also 
shows to the employee that they are valued by the organisation.  The Employer can negotiate with an EAP 
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provider the terms of engagements which can limit the number of consultations each month. Whilst the EAP 
provider will not provide specific details of their consultation, they will provide generic information on the 
numbers of calls and the general nature of the calls. This information will be invaluable to an employer to 
understand culture within its work force.    

When should an employee use an EAP?

Whenever an employee feels the need to talk to someone who is objective, experienced and nonjudgmental, is 
the time the employee should use the service. Waiting or ignoring a problem usually makes things worse.

Is EAP confidential?

The EAP service is strictly confidential. No one will know an employee has contacted the program, and the 
employee’s name is not reported to the employer. Records are kept separate. The records are informal and are 
not part of medical or personnel records. In fact, no one has access to the EAP records except for the staff of 
the EAP provider. The EAP provider is bound by the strictest legal and ethical guidelines and cannot release any 
information without written permission. State and federal laws, however, mandate that in cases of child abuse, 
elderly abuse, or where a person may be a threat to his or someone else’s safety, the counsellor must notify the 
proper authorities.

Locating an EAP Provider

It is important to note that EAP can be effectively delivered as a phone counselling service.  Go to the Australian 
Employee Assistance Program Association to find a full list of providers: http://www.eapaa.org.au/ or contact 
The Interact Group by going to: http://www.interactgroup.com.au.

Professional Help
This Guide is designed to focus upon awareness and has outlined some basic principles in developing 
workplace health and wellbeing.

APTIA recommends that members contact the BIC’s preferred supplier The Interact Group to provide 
professional advice and assistance in the following areas:

 > Injury Management

 > Injury Prevention

 > Employment Services

 > Treatment and Assessment services

 > Training and Education

 > Corporate Health

 > Employee Assistance Programs (EAP)

 > Disability Assessment Services.

The Interact Group is able to provide phone counselling services for EAP in all areas of Australia and have 
branch locations across the eastern seaboard. Go to their website at http://www.interactgroup.com.au/
Locations.html.

Email: referrals@interactgroup.com.au 

Other organisational websites which may assist with finding a suitable provider:

 > The Australian Employee Assistance Program Association: http://www.eapaa.org.au

 > Australian Psychological Society: http://www.psychology.org.au

mailto:referrals@interactgroup.com.au
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Appendix 1
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Template One: Health and Wellbeing Policy
This Health and Wellbeing Policy applies to all employees at [Insert Company Name]

GOALS

[Insert Company Name] aims to:

• To build and maintain a workplace environment and culture that supports social inclusion within 
the workplace and by recognising the impacts upon the workforce of the working environment to 
improve employee health and wellbeing

• To increase employee awareness of their own health and wellbeing and to promote healthy lifestyle 
life style initiatives through consultation and cooperation

•  To encourage employee active participation in a range of initiatives that support health and 
wellbeing.

OBJECTIVES

[Insert Company Name] will: [add/delete as appropriate]

• encourage employees to be more physically active by providing initiatives which encourage 
participation in physical activities 

• provide encouragement to employees to take up healthy eating options and to provide fresh food to 
employees as part of that program

• promote a smoke free workplace environment and support workers to quit smoking

• promote worker social and emotional wellbeing through workplace practices and policies including 
providing refresher training in bullying and harassment procedures and the provision of employer 
assistance programs

• increase worker knowledge and awareness around key health topics, including the risks of alcohol 
consumption

SCOPE

This Policy applies to:

• encourage employees to be more physically active by providing initiatives which encourage 
participation in physical activities 

• provide encouragement to employees to take up healthy eating options and to provide fresh food to 
employees as part of that program

• promote a smoke free workplace environment and support workers to quit smoking

• promote worker social and emotional wellbeing through workplace practices and policies including 
providing refresher training in bullying and harassment procedures and the provision of employer 
assistance programs

• increase worker knowledge and awareness around key health topics, including the risks of alcohol 
consumption

RESPONSIBILITY

Employees are encouraged to:

• understand this policy and seek clarification from management where required

• consider this policy while completing work-related duties and at any time while representing [Insert 
Company Name]

• support fellow workers in their awareness of this policy

• support and contribute to [Insert Company Name] aim of providing a safe, healthy and supportive 
environment for all workers.

Managers have a responsibility to:

• ensure that all workers are made aware of this policy

• actively support and contribute to the implementation of this policy, including its goals and objectives

• manage the implementation and review of this policy.
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This Health and Wellbeing Policy applies to all employees at [Insert Company Name]

COMMUNICATION

[Insert Company Name] will ensure that:

• all workers receive a copy of this policy along with the bullying and harassment policy during the 
induction process

• this policy is easily accessible by all members of the organisation

• workers are informed when a particular activity aligns with this policy

• employees are empowered to actively contribute and provide feedback to this policy

• employees are notified of all changes to this policy.

MONITORING AND REVIEW

[Insert Company Name] will review this policy six/twelve months after implementation and annually thereafter.

Effectiveness of this Policy will be assessed through:

• regular consultation with employee groups and committees and management

• annual review of the success or otherwise of the health and wellbeing of the workplace through an 
assessment of existing initiative by survey of the work force

• a review of the overall culture of the work force.

Name: [Insert Health & Wellbeing Coordinator or 
similar]

Manager: [Insert CEO, General Manager or similar]

Signature: Signature:

Date: Date:

Date of next review:
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Template Two: Bullying and Harassment Policy
This Bullying and Harassment Policy deals with bullying between any employees of [Insert 
Company Name] whether part-time or full-time, permanent or casual

[Insert Company Name] is committed to a safe, healthy and productive workplace for all its employees and its 
subcontractors’ employees.

[Insert Company Name] recognizes that everybody has the right to work in a harmonious workplace where 
people are treated with respect and dignity.

Workplace bullying has a serious impact on the careers, health, safety and wellbeing of workers and will not 
be tolerated at [Insert Company Name].

People are encouraged to report any incidents early to prevent an escalation of the situation and to facilitate a 
positive resolution. 

Following a formal complaint where an employee is found to have bullied another they may face disciplinary 
action or dismissal.

This policy deals with bullying between any employees of (Company Name) whether part-time or full-time, 
permanent or casual.

Bullying Behaviour includes:

• Yelling or offensive language directed at 
another person

• Inappropriate written notes

• Ostracisation, isolation or deliberate 
exclusion of co-workers

• Over-checking or excessive monitoring of 
work

• Constantly changing targets, deadlines or 
instructions

• Constant undervaluing of effort or success

• Teasing, sarcastic comments or taunting

• Payback or revengeful actions

• Spreading gossip or false rumours

• Vexatious complaints (complaints serving 
only to cause nuisance or to harass)

• Sabotaging another’s work

• Setting someone up to fail (unrealistic 
deadlines, excessive workload)

• Threatening and intimidating statements or 
action

• Pressure and lack of acceptance of new 
employees

• Constant selection for menial tasks 

• Unjustifiable refusal of leave, training or 
promotion

• Withholding information and misinforming

• Hiding or changing documents

• Physical contact

• Unwelcome personal questions or 
comments about a person’s private life

• Public and indiscreet reprimands or 
counselling

• Intimidation not to make a complaint

• Silent treatment

• Ignoring

• Honing in on weaknesses and ignoring 
strengths

• Blaming for things beyond a person’s 
control

• Belittling

• Payback

• Closing ranks on new employees

Bullying does not include:

• Feedback or counselling to ensure Duty of Care is met

• Reasonable counselling regarding work performance issues

• Instructing staff to ensure safe work practices
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This Bullying and Harassment Policy deals with bullying between any employees of [Insert 
Company Name] whether part-time or full-time, permanent or casual

The effects of workplace bullying on those experiencing bullying:

• Stress-related illness, including headaches, 
nausea, insomnia

• Weakened immune system

• Loss of confidence, reduced self-esteem, 
depression, suicide ideation

• Social isolation at work and outside of work

• Reduced performance at work

• Absenteeism

• Overworking

• Loss of job resulting in financial pressure 
and loss of career options

• Pressure on family and social relationships

The effects of workplace bullying on others in the workplace

• Fear that they might be the next target

• Anger and resentment

• Guilt that they are not stopping the 
behaviour

• Withdrawal to avoid becoming the next 
target

• Guilt for contributing to the behaviour or 
reproducing the behaviour

• Illness, absenteeism, lower work 
performance, resignation

The effects of workplace bullying on the organisation

• Poor employee morale

• Deterioration in the quality of work 
performed

• Increased absenteeism

• Staff turnover

• Mistakes by employees

• Breakdown in communication and teamwork

• Failure to report problems for fear of 
retaliation by bully

• Poor public image

• Increased disputation

• Reduced commitment and respect for 
organisation and management

• Litigation costs

The effects of workplace bullying on the bully

• Guilt

• Remorse

• Stress and health-related illness

• Potential to become a victim

Support and Advice

[Insert Company Name] recognises that the experiences of being bullied or being accused of bullying are 
highly stressful and emotional. We are committed to ensuring that our employees have access to free 
confidential counselling with an appropriate professional of their choice. Employees wishing to access this 
counselling should speak to the Director or their manager to arrange this.

Privacy and Confidentiality

At all times the details and names of those involved and circumstances of the complaint must remain 
confidential. Only those persons directly involved in the management and investigation of the complaint 
should have access to these details.

[Insert Company Name] takes the position that it is unfair and unreasonable to expect someone to respond 
to any allegations without knowing the identity of their accuser and the details of the alleged incidents. 
Therefore, complainants must be aware that their identity will be provided to the respondent. 

[Insert Company Name] will take every care to ensure that neither party is subjected to any form of 
victimisation following lodgement of a complaint. Witnesses must not divulge the content or nature of 
anything discussed during their interviews with investigators. Failure to protect the privacy and confidentiality 
of those involved in a complaint will result in disciplinary action.
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This Bullying and Harassment Policy deals with bullying between any employees of [Insert 
Company Name] whether part-time or full-time, permanent or casual

Rights of the Complainant

At all times the complainant has a right to:

• be taken seriously

• be kept informed throughout the resolution process

• have their complaint investigated in a timely, unbiased and independent manner

• feel safe and free from victimization

• have access to counselling and support.

Rights of the Respondent

At all times the respondent has a right to:

• be presumed innocent until proven otherwise

• be provided with written details of the allegations made against them and the name/s of the person/s 
making the allegations

• be given time to consider and respond to the allegations made against them

• be kept informed throughout the process

• feel safe and free from victimisation

• have access to counselling and support

Responsibilities of the Manager

• The Manager is responsible for the endorsement and implementation of the policy and procedures.

• The Manager will take all necessary steps to ensure that any complaints are dealt with fairly and 
expeditiously using the agreed procedures.

• The Manager will ensure that all staff members receive the training required to meet their obligations 
in relation to workplace bullying.

• The Manager will demonstrate appropriate behaviour at all times.

Responsibilities of all Employees

• All employees have a responsibility not to bully or participate in behaviour that bullies other workers.

• All employees must maintain confidentiality when providing information in an investigation. 

• All employees are encouraged to report any incidence of bullying.
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Template Three: Return to Work Provision
Fitness and Readiness for Work

• Employees are required to attend work fit and ready to commence work

• Employees may be subject to a Fitness for Work examination by the Employer’s nominated General 
Practitioner (GP) at the Employer’s cost.  This may be as a result of health or injury concerns raised 
by the Employee, or the Employer, regarding their ability to perform all tasks associated with the role 
they are employed to undertake

• Employees engaged for duty, whilst in the charge of any of the Employer’s vehicles, must be zero 
(0.00) alcohol, and drug-free, as per the Employer’s Alcohol Surveillance and Testing Policy, as 
amended from time to time. The Employer may require and the Employee agrees to submit to 
testing, as approved under the Alcohol Surveillance and Testing Policy relating to alcohol use whilst 
so engaged for duty.

• Employees taking prescribed or over-the-counter medication have a duty of care to inform the 
Employer of any medication being taken that may have potential side effects of drowsiness, fatigue, 
or any other performance-altering effects.
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Template Four: 5 Steps to a better Workforce
5 Steps to a better Workforce

Step 1: Know Workforce

The bus and coach industry is predominantly an older male work force with an above average body mass. 
Therefore it is prudent for any employer to manage the health and wellbeing of that older workforce.  To do 
this an employer must understand and accept those aspects of their employment which will impact on the 
health and wellbeing of the work force.

Research undertaken has identified a number of environmental, physical and cognitive demands placed on 
employees in the bus and coach industry including demands on drivers that impacted on their health included 
the size of the buses designed to carry up to 55 passengers (environment), constant sitting and frequent 
rotation of the neck (physical), far and near vision, problem sensitivity, spatial orientation and reaction time 
(cognitive) and interaction with customers, negotiating traffic hazards, maintaining timelines and breaks 
(psychological).  

The above criteria however are not exhaustive and each work place will have nuances which are peculiar only 
to the environment of that work place. 

Therefore the first step for any employer committed to improving the health and wellbeing of its work force is 
to know their work force and the issues impacting on the work place.

Note that the following matters should be considered when developing such a policy:

• The gender mix of the work force

• The age of that workforce

• The body mass of the employees

• Their dietary attitudes

• Any generic hobbies and interests

• Attitudes and Beliefs (religious)

• happiness and contentment with management and their own lives

• whether they are concerned about their health

• job satisfaction.

Step 2: Create Awareness

The only effective way to know the work force is to consult regularly and be inclusive of all in that 
consultation.

Developing a consultative approach is the best way to create awareness. This can be achieved by:

• forming a group of employees who are committed to improving the health and wellbeing of the work 
force. This group would comprise employees from the drivers, workshop, administrative staff and 
management

• it will become apparent that some or even one member of the group will take it upon themselves 
to drive the awareness process. These person(s) should be given authority to undertake the 
administrative requirements to complete the awareness program

• awareness takes the form of an industrial campaign in which a set of measures or initiatives are 
agreed upon, then implemented, trialled and then reviewed to see if the measures are effective and 
achieve the outcome sought

• in most cases volunteers will be required from the work force to participate in the various agreed 
initiatives and the captains should seek such volunteers.
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5 Steps to a better Workforce

Step 3: Initiatives

With consultation comes initiative. Once awareness of the need to improve health has been achieved it is then 
necessary to come up with initiatives for the work force. In the bus and coach industry a number of initiatives 
have already been trialled successfully and are outlined in this Guide for consideration. They may not work in 
every circumstance and they are dependent upon proper awareness of their availability in the work place.

Listed below are some examples of initiatives that may be effective for an organisation.

• Bullying and harassment training for all staff.

• The provision of an Employee Assistance Program for psychological demands.

• The availability in staff rooms of fresh fruit and healthy life style choices for food outlets at bus and 
coach interchanges.

•  The development of relationships with doctors, physiotherapists or chiropractors to provide training 
sessions on core issues such as the body anatomy, core strengthening exercises and nutritional 
advice.

• The availability to employees of pedometers to measure the level of exercise. Encouragement given 
to employees to competitively measure their exercise. Fit bit wristbands monitored the number of 
steps taken per day as well as the calories burned. The employer purchases a number of wristbands 
and employees are encouraged to participate to ascertain if an employee has increased their 
exercise levels with a small prize on offer.

• Creation of a Health Notice Board in the employees’ staff room provides not only information about 
health and wellbeing initiatives but it creates awareness and promotes social awareness in the 
workplace.

The initiatives outlined above have been trialled and proven to increase awareness within the workplace 
but also to improve relationships between employees and management which leads to greater productivity 
through less absenteeism, greater effort to achieve the goals of the business and greater job satisfaction for 
all.  

Step 4: Trial

Once awareness is created and once, through consultation a number of initiatives have been considered then 
it is essential that the initiatives are trialled. In this case the captains will motivate participation by employees. 
It is important once the initiatives are implemented that continual review takes place which may include 
surveys. Questions might include:

• Are you aware that the Company had policies designed to improve the health and wellbeing of its 
employees?

• Are you aware of the practical steps taken to assist driver welfare? (Outline steps)

• Please advise the initiatives that you utilised or participated in?

• How would you rate your relationship with your supervisor/ manager since the steps were taken?

• Since the introduction of the initiatives have you adjusted your approach to your health?

• Since the introduction of the initiatives have you been subjected to any workplace bullying or 
harassment? 

• Do you have any suggestions or recommendations that would be made to the workplace to promote 
health and wellbeing? 

Step 5: Policies that Work and Review

Policies that Work and Review - a Health and Wellbeing Policy should be implemented (or reviewed if 
existing). The Health and Wellbeing Policy should incorporate the procedures and policy for Steps 1 to 4.  

• The Policy should be easy to ready and should be understood by all employees.

• It is essential that the Policy is periodically reviewed to see what is and is not providing in terms of 
the outcomes sought by both management and the workforce. This will entail proper consultation of 
the workforce and perhaps measuring the effect of each initiative against agreed outcomes.  
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Bus & Coach Association SA
SBus

BUS INDUSTRY CONFEDERATION
PO Box 6171, KINGSTON ACT 2604

Tel: +61 2 6247 5990  
Fax: +61 2 6273 1035

Email: enquiries@bic.asn.au
Web: www.ozebus.com.au
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