BULLYING AND HARASSMENT POLICY
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e Related Policies
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e Training Statement

Policy Statement

This organisation believes in a zero-tolerance attitude toward bullying and harassment
in the workplace. This, in practice, requires that all staff are treated with dignity and
respect whilst undertaking their duties in a working environment in which the dignity of
all employees is respected and where employees feel able and encouraged to reach
their full potential and effectiveness.

Harassment as defined in the Equality Act 2010 is:

Unwanted conduct related to a relevant protected characteristic, which has the
purpose or effect of violating an individual’s dignity or creating an intimidating,
hostile, degrading, humiliating, or offensive environment for that individual.

Bullying may be characterised as:

Offensive, intimidating, malicious or insulting behaviour, abuse or misuse of
power through means that undermine, humiliate, denigrate, or injure the
recipient.

The Policy

The recipient’s view is crucial: what one person may find acceptable, another may not.
Any form of harassment or inappropriate behaviour that offends, whether intentional
or not, will be treated very seriously and, where appropriate, will lead to disciplinary
action, which could include dismissal, being taken.

Examples of unacceptable behaviour

e Spreading malicious rumours or insulting someone.
o Offensive language, swearing.
o Copying memos that are critical about someone to those who do not need to know.



Ridiculing or demeaning someone; setting them up to fall or fail.

Exclusion or victimisation.

Unfair treatment.

Overbearing supervision.

Sexual harassment: unwelcome remarks such as jokes, innuendos, touching,
standing too close, display of offensive materials.

Racial harassment.

Religious discrimination.

Disability discrimination.

Age discrimination.

What harassment does not mean:

Mutually acceptable friendship or flirtation.

Enjoying a joke at work, providing that it is not at someone else’s expense.
Enjoying a joke at work if no one shows they are offended.

Normal operational management of staff in the conduct of their duties.

Keeping perspective

If you are in an environment and are uncomfortable about jokes or banter in that
environment, it is your responsibility to raise concerns early so they can be dealt with.

Our Responsibilities and Actions as a Company

We promote an environment where no one is harassed or victimised.

All management employees are aware of this policy and aim to ensure that all
workers are treated fairly and that no one is harassed or victimised.

To be observant and alert to the kind of behaviour that might indicate a problem,
i.e. where one employee is always critical of another or where an employee is left
out of social interaction.

To deal with any form of harassment or intimidation at an early stage. This may be
initially informally, as the accused may not be aware their behaviour is offensive. If
this approach is not successful, written statements will be taken from the
complainant and the accused, and an investigation will be undertaken seeking
advice from senior management or outside agencies as deemed necessary. Where
possible, steps will be taken to ensure the two parties are not placed in a situation
where the matter can be aggravated. If the outcome of the investigation shows that
there is a reasonable belief of bullying and harassment, it is within the realm of the
employer to take disciplinary action against that employee.

To offer support for the victims of harassment or bullying.

Responsibilities of the Employee

All employees must comply with this policy.

Employees must be aware that it is their responsibility not to harass, bully, or
intimidate another employee.

If an employee becomes aware that a colleague is experiencing harassment or
bullying, it is part of their duty of care not to allow it to continue by reporting all
incidents to a manager.



How to Report an Allegation of Bullying and Harassment

Very often people are not aware that their behaviour is unwelcome or misunderstood,
and an informal discussion can sometimes help to solve the problem. However, if you
feel that you are being bullied or harassed, we realise that the situation may be
sensitive and may make you feel vulnerable or in fear of reprisal, and, therefore, may
make it difficult for you to make an allegation. Subsequently, we suggest you consider
discussing matters informally with your manager, in confidence, who will then be able
to support you when pursuing the matter. If you feel able to do so, you should then
raise the matter informally with the perpetrator, with your manager to support you.

If this does not solve the problem, or if the matter is more serious (or if you do not feel
able to do so0), you should report the matter to the manager as a formal written
grievance.

Grievance

We endeavour to manage grievances in a timely and confidential manner, via an
investigation to establish full details of what happened. Your name and the name of
the alleged harasser will not be divulged, other than on a need-to-know basis to those
individuals involved in the investigation. At the outset, someone with no prior
involvement in the complaint will be appointed. The investigation will be impartial and
objective and will be carried out sensitively and with due respect for the rights of all
parties concerned.

Consideration will be given to whether the alleged harasser or bully should be
redeployed temporarily or suspended on contractual pay, or whether reporting lines or
other managerial arrangements should be altered, pending the outcome of the
investigation.

As part of the investigation, the person will meet with you to hear your account of the
events leading to your grievance. You have the right to be accompanied by a colleague
of your choice. The investigating officer will also meet with the alleged harasser or
bully, who may also be accompanied by a colleague. It may also be necessary to
interview witnesses to any of the incidents mentioned in your grievance. Where it is
necessary to interview witnesses, the importance of confidentiality will be emphasised
to them.

At the conclusion of the investigation, the outcome of the findings will be notified to
both you and the alleged harasser, usually within two weeks of your complaint first
being reported.

If the conclusion is that harassment or bullying has occurred, prompt action will be
taken to stop the harassment or bullying immediately and prevent its recurrence.

The findings will be dealt with under the disciplinary procedure. Consideration will be
given to whether the harasser or bully should be dismissed and, if not, whether they
should remain in their current post or be transferred. Even where a grievance is not
upheld (e.g. where evidence is inconclusive), consideration will be given to how the
ongoing working relationship between you and the alleged harasser or bully should be
managed. This may involve, e.g., arranging some form of mediation or counselling or
a change in the duties or reporting lines of either party.

Should the investigation show that there may be a case to answer, the organisation’s
disciplinary procedure will be invoked against the alleged perpetrator.



Confidentiality

At all times throughout the process and after, all parties involved, including the alleged
perpetrator, the victim, the manager, and any witnesses, will need to give due
consideration to confidentiality. As such, all parties will be reminded that they should
not breach confidentiality and should not discuss the matter with anyone outside of the
procedure.

Details of the investigation and any subsequent disciplinary procedure that may take
place will be kept on the employee's personnel file.

Untrue Claims

Whilst we will support all parties during and after a thorough and objective investigation
into the allegation as appropriate, if, through the course of the investigation and
subsequent disciplinary meetings, evidence demonstrates that the allegation has been
made maliciously, or for personal gain, then the individual making the complaint will
be subject to disciplinary proceedings, as outlined in the organisation’s Disciplinary
Policy.

Appeals

If you are not satisfied with the outcome of the investigation, you have the right to
appeal the decision within seven calendar days of being notified of the outcome. You
should submit your full written grounds of appeal to another manager Arathy Prasad
HR Officer. The person hearing your appeal will meet with you to discuss your appeal.
You may be accompanied by a colleague or trade union official. You will normally be
notified of the outcome of the appeal within fourteen days of this meeting. This is the
final stage of the formal procedure.

Related Policies

Code of Conduct for Workers
Disciplinary

Equality and Diversity
Grievance (Staff)

Related Guidance

Gov.UK:
https://www.gov.uk/workplace-bullying-and-harassment
ACAS:

http://www.acas.org.uk/

Training Statement

As part of their induction programme, all staff are made aware of the organisation’s
zero-tolerance attitude and are encouraged to report any such behaviour, whether
witnessed or suffered.


https://www.gov.uk/workplace-bullying-and-harassment
http://www.acas.org.uk/

All staff, during induction, are made aware of the organisation’s policies and
procedures, all of which are used for training updates. All policies and procedures are
reviewed and amended where necessary, and staff are made aware of any changes.
Observations are undertaken to check skills and competencies. Various methods of
training are used, including one to one, online, workbook, group meetings, and
individual supervisions. External courses are sourced as required.
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