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SECTION 11: PERSONAL HARASSMENT POLICY AND PROCEDURES

A)
INTRODUCTION

1.
Many people in our society are victimised an harassed as a result of their race, colour, ethnic or national origin, religious belief, political opinion or affiliation, sex, marital status, sexual orientation, gender reassignment, age or disability. 

2.
By harassment we mean unwanted conduct of a sexual, sectarian, racial, disability nature or other conduct based on sex, religious belief, political opinion, race, gender re-assignment or sexual orientation or disability affecting the dignity of women and men at work.  This can include unwelcome physical, verbal or non-verbal conduct.  Such behaviour is unacceptable where it is unwanted; unreasonable and offensive to the recipient; where it is used as the basis for an employment decision; where it creates a hostile working environment.

3.
Some examples are given below but many forms of behaviour constitute harassment.

i. Physical contact ranging from touching to serious assault.

ii. Verbal and written harassment through jokes, racist remarks, offensive language, gossip and slander, sectarian songs, threats and letters

iii. Visual displays of posters, graffiti, obscene gestures, flags, bunting or emblems or any type of offensive material.

iv. Isolation or non co-operation at work, exclusion from social activities. 

v. Coercion, including pressure for sexual favours, pressure to participate in political or religious groups.

vi. Intrusion by pestering, spying, following, etc.

vii. You should note that it is the impact of the behaviour which is relevant and not the motive or intent behind it.

4.
We recognise that personal harassment can exist in the workplace as well as outside and that this can seriously affect employees’ working lives by interfering with their job performance or creating a stressful, intimidating and unpleasant working environment.

B)
POLICY

1.
We deplore all forms of personal harassment and seek to ensure that the working environment is sympathetic to all our employees. 

2.
All employees have the right to work in an environment which is free from any form of harassment.  We fully recognise the right of employees to complain about harassment should it occur.  All complaints will be dealt with seriously, promptly and confidentially. Every effort will be made to ensure that employees making complaints and others, who give evidence or information in connection with the complaint, will not be victimised.

3.
This policy and procedure will be communicated effectively to all employees and we will ensure that all employees and supervisors are aware of their responsibilities.  Appropriate training may be provided including training or induction and management courses.

4.
We will explain the policy to our staff and take steps to promote awareness of the procedure for dealing with complaints.  We will be responsive and supportive to any member of staff who makes an allegation of harassment, provide clear advice on the procedure to be adopted, maintain confidentiality and seek to ensure that there is no further problem of harassment or victimisation after a complaint has been resolved. 

5.
We will set a good example by treating all staff and customers with dignity and respect.  We will be alert to unacceptable behaviour and take appropriate action.  We will ensure that staff know how to raise harassment problems. 

6.
You have a responsibility to help ensure a working environment in which the dignity of your colleagues is respected.  Everyone must comply with this policy and you should ensure that your behaviour to colleagues and customers does not cause offence and could not, in any way, be considered to be harassment. 

7.
You should discourage harassment by making it clear that you find such behaviour unacceptable and by supporting colleagues who suffer such treatment and are considering making a complaint.  You should alert any Management to any incident of harassment to enable this organisation to deal with the matter. 
8.
We have published these procedures to inform employees of the type of behaviour that is unacceptable and provide employees who are the victims of personal harassment with a means of redress. 

C)
COMPLAINING ABOUT PERSONAL HARASSMENT


Informal complaint

1.
This stage is appropriate where you simply want the behaviour to stop, where the harassment is not serious or where it has not been repeated.

2.
If you are the victim of minor harassment you should make it clear to the harasser on an informal basis that their behaviour is unwelcome and ask the harasser to stop.  You may prefer to do this with the support of a colleague.  If you feel unable to do this verbally then you should hand a written request to the harasser, and your confidential adviser can assist you in this. 

3.
You will be advised that:-

i. A formal investigation and possible disciplinary action can only take place if the complaint is investigated under the formal procedure. 

ii. A written record of the action taken will be made to assist with any formal proceedings which may arise if the behaviour does not stop.  Failure to maintain such a record will not invalidate proceedings at the formal stage.

4.
All reported incidents of harassment will be monitored and in the event of any patterns emerging management may wish to initiate its own formal investigation and take remedial action where this proves to be necessary. Additionally, there may be situations where the seriousness of a complaint warrants formal proceedings. 

Formal complaint

1. The formal complaints procedure is appropriate if the harassment is serious; if the person making the complaint prefers this; or if the harassment continues after the informal procedure has been used. 
2.
Where the informal approach fails or if the harassment is more serious, you should bring the matter to the attention of the Personnel Partner as a formal written complaint.  This will not prelude the investigation of a complaint made verbally.  If possible, you should keep notes of the harassment so that the written complaint can include:

i. The name of the alleged harasser.

ii. The nature of the alleged harassment.

iii. Dates and times when the alleged harassment occurred.

iv. The name of any witnesses.

v. Any action already taken to stop the alleged harassment. 

3.
The person dealing with the complaint will carry out a thorough investigation in accordance with our disciplinary procedure. Those involved in the investigation will be expected to act in confidence and any breach of confidence will be a disciplinary matter. 

4.
When the investigation has been concluded, a draft report of the findings and of the investigator’s proposed decision will be sent, in writing, to you and to the alleged harasser. 

D)
GENERAL NOTES

1.
If the report concludes that the allegation is well founded, the harasser will be subject to disciplinary action in accordance with our disciplinary procedure.  An employee who receives a formal warning or who is dismissed for harassment may appeal against the disciplinary action by using our disciplinary appeal procedure. 

2.
If you bring a complaint of harassment you will not be victimised for having brought the complaint.  However, if the report concludes that the complaint is both untrue and has been brought with malicious intent, disciplinary action will be taken against you. 
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