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What is Bullying/Harassment?
Introduction

The Organisation is committed to providing a working environment where all employees are treated with dignity and respect, free from harassment and bullying. It believes that a climate free from harassment and bullying both enables individuals to contribute far more effectively to the success of the organisation, and to achieve higher levels of job satisfaction.

It is wrong, however, to assume that absence of complaints is indicative that no problems exist. It is beneficial to both employee and organisation therefore to establish a framework within which individuals feel confident enough to bring complaints without fear of ridicule or reprisal, knowing that the matter will be dealt with in complete confidence.

Policy Statement

As an equal opportunities employer, The Organisation will not tolerate harassment or bullying for any reason whatsoever - that is, any behaviour, deliberate or otherwise, directed at someone which is considered by the individual to be offensive, threatening, humiliating or causes them to suffer stress. Harassment or bullying can also be deemed discriminating if it is for sexual, racial or disability reasons. If there is a breach, disciplinary procedures will be invoked.

Bullying can be defined as repeated aggression, verbal, psychological or physical, conducted by an individual or group against others.  Isolated incidents of aggressive behaviour while not to be tolerated, should not be described as bullying.  Only inappropriate aggressive behaviour, which is systematic and ongoing, is regarded as bullying.
Scope of the Policy

This policy applies to all staff of the organisation . Every worker has the right not be harassed or bullied at work and the right to complain should this occur. This policy provides advice and outlines the procedures to be followed in the event of a complaint being made.

Where a complaint of harassment or bullying is brought to the attention of management, prompt corrective action must be taken in a sensitive and confidential manner, normally within two weeks. This may include disciplinary action.
In this context bullying can be classified into five major categories:

· Manipulation of the victims reputation by rumour, gossip and ridicule;

· Preventing the victim from speaking by making loud-voiced criticisms or obscenities;

· Social exclusion or isolation;

· Manipulating the nature of the work or the ability of the victim to perform the work e.g by overloading, withholding information or setting meaningless tasks;

· Physical abuse or threats of abuse;

· Non verbal conduct – visual display of pornographic or  suggestive pictures, posters etc. that will cause offence to an individual;

Bullying can transcend organisational and reporting structures.  It can occur within peer groups (for example within teams), from supervisors to subordinates and subordinates to supervisors.

How to recognise Harassing/Bullying Behaviour

Some examples of obvious harassment/bullying behaviour of which employers should be aware include:

· Shouting or swearing at staff, both publicly and in private;

· Aggression, usually over quite unimportant matters;

· Insulting someone’s appearance or name-calling;

· Spreading malicious rumours which have no basis in fact;

· Verbal or written harassment through jokes, offensive language or gossip;

· Freezing out, isolation, ignoring or excluding;

· Constantly cutting in on or across people in conversation;

· Physical contact ranging from unwanted touching to serious assault;

· Staring, leering, aggressive gestures etc

Less obvious forms of harassment/bullying which employers may not necessarily readily identify or expect would include:

· Persistent negative attacks on personal or professional performance without good reason or legitimate authority;

· Unreasonable and unfounded refusal of annual leave, training or promotion opportunities;

· Abusing a position of power by unnecessarily undermining a colleague’s work and/or placing unreasonable demands on a particular individual;

· Unreasonable or inappropriate monitoring of a colleague’s performance;

· Persistently setting objectives with unreasonable or impossible deadlines or unachievable tasks;

· Removing areas of responsibility and imposing menial tasks on subordinates;

· Withholding work-related information;

· Over-monitoring an employee with malicious intent;

Harassment may also be sexual in nature, such as verbal requests for sexual favours or suggestive remarks, physical gesturing of a sexual nature or indecent exposure.  It may also be characterised through the visual display of pornographic material in the workplace.  
Responsibilities 
 It is the responsibility of the organisation through its staff to ensure that complaints of harassment or bullying are taken seriously and are dealt with promptly, properly and confidentially. Failure to act promptly or fairly on complaints of this nature may lead to claims of unfair/constructive dismissal. In addition the Protection from Harassment Act 1997 now gives employees rights under Criminal Law and/or civil redress through the High Court.

Responsibilities of the Individual

The Organisation requires individuals to conduct themselves at all times in such a manner as to ensure that they do not by any act or omission cause anyone to feel harassed or bullied.

What To Do If You Are Harassed or Bullied

• Individuals may be personally able to cope with many of the forms of harassment or bullying by making it clear that such behaviour is unacceptable to them. Such action at an early stage may be sufficient to stop the behaviour which is causing offence without the involvement of a third party, or;
• In circumstances where people may feel it is too difficult or too embarrassing to do this on their own behalf, the initial approach to the person harassing may be made by a trusted friend or work colleague.

• If felt appropriate, an individual should raise the matter with their line manager so that suitable action can be taken. This discussion does not oblige the individual to formalise the complaint.

• The individual should make detailed notes including dates and times of incidents of harassment or bullying and whether anyone else was present at the time. This information can then be used in any formal investigation which may follow. If the individual shows any related signs of ill health, a suggested visit to a general practitioner should be discussed. Detailed notes of the consultation should be kept by the person being harassed or bullied.

• The above does not prevent anyone from making a formal complaint at any time should they consider it to be necessary.

• If the complaint is that it is the individual’s line manager who is harassing or bullying, then the matter should be referred to the Chairperson of the Board of Trustees.
 Responsibilities of the Line Manager

If it is felt that the case is proven this should be referred to the Management for further action.

The line manager must ensure that their staff and volunteers understand that there is an informal opportunity to talk through with them personally any concerns they may have regarding suspected or alleged harassment or bullying in the workplace. In this informal setting the line manager can offer advice and support. Discussions will be confidential.

When a formal allegation of harassment or bullying is made, the line manager should ensure that the matter is treated confidentially and in a sensitive manner. It is important that precise evidence relating to the complaint is collected and recorded promptly and that the line manager instigates a fair hearing. All reasonable steps must be taken to ensure that information is not given from a malicious or improper motive.

During the investigation, the line manager must have regard to the balance between the desirability to protect informants and providing a fair hearing for the person against whom the allegations have been made.

If it is felt that the case is proven, this should be referred to the Chief Executive for further action.

9. Monitoring

Staff and volunteers are encouraged to report incidents of harassment or bullying to their line manager in the knowledge that complaints will be dealt with in a sensitive and confidential manner.

The Policy Review Group will monitor implementation of this policy, including

numbers of incidents and complaints; they will recommend any revisions or

rewording in the light of this.
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