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Dignity at Work Policy

1. Aim

11

. To provide all employees with a working environment that ensures all

are treated fairly and with respect, regardless of their background or
ability. The Council is committed to valuing all people as individuals
and recognising their personal abilities and strengths in order to gain
from the diversity of its employees.

2. Purpose

21

2.2.

2.3.

2.4.

25

. The Council recognises that not only is it in the interests of individuals,

but it makes good business sense to ensure all employees are treated
with dignity and respect in order that they may feel comfortable and
confident in their working environment.

The procedure has also been written within the context of the Council
being a parish council and small organisation.

It has been created in consultation with the Trade Unions and is
supported by both management and those Trade Unions.

This policy is designed to ensure that SCC has a workplace culture that
is free from hostility |

. We expect all staff (whether permanent or casual) to adhere to the

following:

251 fTreat colleagues, and service users, with dignity and respect

2.5.2 Be aware of the effect that own behaviour and activities can
impact on others

2.5.3 Dress appropriately for the workplace

2.5.4 Set a positive example to all colleagues

2.5.5 Consider language, attitudes and culture of colleagues, service
users

2.5.6 Think before making personal comments to or about others and

2.5.7 Promote dignity and respect in the workplace

2.6 Harassment or victimisation on the grounds of age, disability, gender
reassignment, marriage and civil partnership, pregnancy or maternity, race
religion or belief, sex or sexual orientation is unacceptable.

3. Commitment from Senior Management

3.1 Message from the City Clerk:

It is essential in order to both create a healthy working environment and to
achieve our standards of service, that all of our employees feel
comfortable and respected in the workplace. This policy is designed to
ensure that everyone understands the types of behaviour expected of all
employees, and those forms of behaviour, which the Council finds
unacceptable. Because each employee is an individual it is
understandable that what one person may find acceptable another may
feel very uncomfortable about. So the purpose of this policy is to ensure
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that all employees understand what is expected of them and that they
have a right to challenge behaviour that they find unacceptable.

The Senior Management team are aware of the contents of this policy and

are committed to listening to and taking seriously all complaints made. It
is important to make clear that if an employee feels it necessary to make
a complaint against a member of the Senior Management Team, or a
Council Member then their complaint will be dealt with fairly and
objectively.

4. Scope

4.1.

4.2.

4.3.

4.4.

This policy covers all employees at all levels within the council. It also
applies in circumstances where employees may feel that they have
cause for complaint against elected council members although certain
adjustments may have to be made to comply with the Members’ Code
of Conduct if a formal complaint is made against a Councillor.
Councillors have a duty to treat all employees with respect and dignity
at all times (see SCC Member’'s Code of Conduct)

It does not cover members of the public or other third parties or
suppliers with whom the Council works in conjunction but who are not
employed by the Council. However there are other policies that cover
these aspects.

All employees have a duty to treat all third party operatives and
suppliers with dignity and respect at all times.

If an employee is subject to bullying or harassment by a third party not
employed by the Council, they can still raise a complaint about the
situation as the Council has a duty of care to protect its employees,
where possible, from this type of behaviour. Where a complaint is
raised, the relevant Manager or the senior officer managing the
contract on behalf of the Council, will discuss the matter with those
responsible for managing that third party in order to determine what
action is appropriate.

5. Responsibilities

5.1 Employees

5.2 SCC requires its employees to behave appropriately and professionally at
all times during the working day, and this may extend to events outside of
working hours which are classed as work-related such as social events.
Employees should not engage in discriminatory, harassing or aggressive
behaviour towards any other person at any time. A breach of this policy by will
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be treated as a disciplinary manner

5.3 Disciplinary action may also be taken where a person is victimised (treated
badly) as a result of things such as:

5.3.1 Making a claim or complaint of discrimination (under the Equality Act)

5.3.2 Helping someone else to make a claim by giving evidence or
information.

5.3.3 Making an allegation that you or someone else has breached the Act

5.3.4 Doing anything else in connection with the Act

5.4 Managers

5.5 SCC will be responsible for ensuring all members of staff, including seniors
and those within management positions, understand the rules and policies
relating to the prevention of harassing,, bullying or victimising behaviour at work
and during work-related social events. We will promote a professional and
positive workplace whereby managers are alert and proactively identify areas
of risk and incidents of harassment, sexual harassment and bullying.

5.6 Where an incident is witnessed, or a complaint is made under this policy,
the Council will take prompt action to deal with this matter. All incidents will be
deemed serious and dealt within in a sensitive and confidential manner. |

6. Harassment

6.1 Harassment can range from extreme cases like violence to less obvious
actions like deliberately ignoring a colleague. Whatever the form of
harassment, if the recipient finds the behaviour offensive, unpleasant,
unreasonable or just unwelcome then it is unacceptable for the perpetrator/s to
continue with it. Employees may not always realise that their behaviour
constitutes harassment. Personal harassment is unwanted behaviour by one
employee towards another and examples of harassment include:

6.1.1 insensitive jokes and pranks

6.1.2 lewd or abusive comments

6.1.3 deliberate exclusion from conversations

6.1.4 displaying abusive or offensive writing or material

6.1.5 abusive, threatening or insulting words or behaviour
6.1.6 name-calling

6.1.7 picking on someone or setting them up to fail

6.1.8 exclusion or victimisation

6.1.9 undermining their contribution/position

6.1.10 demanding a greater work output than is reasonably feasible
6.1.11 blocking promotion or other development/advancement.

6.2 These examples are not exhaustive and disciplinary action at the
appropriate level will be taken against employees committing any form of
personal harassment.

Commented [TA4]: This has replaced previous paragraph of:
You can help stop harassment and bullying by:

*Being aware of the behaviours that could constitute
harassment or bullying.

eMaking sure your own conduct does not cause offence or
misunderstanding and support the values and code of
behaviour expected by the organisation.

eBeing prepared to stand up against harassment or bullying at
work or to support colleagues who are being harassed.

«If necessary, seeking advice and support.
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Managers

All managers have a responsibility for the implementation of
this policy and to prevent, stop and take action to deal with
offensive behaviour without awaiting a complaint from staff.

If you are a manager, you have a duty to take an active role in
ensuring proper standards of conduct among your staff. Once
you are aware of an issue relating to bullying or harassment,
you have a duty of care to take action to resolve the matter.
1.1.Managers have a responsibility to maintain and promote a
work environment where bullying or harassment is not
tolerated and to set examples and standards of behaviour
which support the organisation’s code of conduct and values.
The HR department has responsibility to support managers
and employees in maintaining a harassment free workplace by
providing support and guidance on the policy and procedures
and providing practical help to resolve issues at the lowest
level possible.

Senior Management also have the responsibility for maintaining
awareness in the workplace of the required standards
through periodic training and briefing. From time to time the HR
Manager will review the policy to make sure it is up to date with
current legislation and best practice.

1.Core Standards

1.1.Employees must ensure by their attitude and behaviour to
their colleagues and to everyone with whom the Council works
that they are without prejudice of any kind and that they
promote fair treatment and acceptable behaviour. Employees
who unfairly discriminate against others will be in breach of
their contract of employment and liable to be subjected to the
disciplinary procedure, which may lead to their dismissal.
Equal treatment and an atmosphere of mutual respect will
maintain good morale and a harmonious working environment.




6.3 Sexual harassment can take place in many forms within the workplace and
can go undetected for a period of time where employees do not understand
that particular behaviour is classed as sexual harassment. Sexual harassment
is unwanted behaviour related to sex, or of a sexual nature, by one employee
towards another and examples of sexual harassment include:

6.3.1 lewd or abusive comments of a sexual nature such as regarding an
individual’s appearance or body

6.3.2 unwelcome touching of a sexual nature

6.3.3 displaying sexually suggestive or sexually offensive writing or material

6.3.4 asking questions of a sexual nature

6.3.5 sexual propositions or advances, whether made in writing or verbally.

6.4 Sexual harassment can also take place where an employee is treated less
favourably because they have rejected, or submitted to, the unwanted conduct
that is related to sex or is of a sexual nature. Whether less favourable treatment
occurs as a result will be examined broadly and includes areas such as
blocking promotion and refusal of training opportunities or other development
opportunities

7. Bullying

7.1 There is no legal definition of bullying and in reality, it can be similar to
harassment in the effect that it may have on an individual, however, the focus
of the behaviour need not be a protected characteristic.

7.2 Itis likely to have a negative impact on the victim’s confidence, self-esteem
and overall wellbeing. Bullying is not necessarily overt and can be done using a
number of different methods. It may take place with colleagues in public or in
private, at work or socially.

8. Complaining about harassment and/or bullying

8.1 Informal method

8.2 We recognise that complaints of personal harassment, and particularly of
sexual harassment or those associated with issues of mental health, can
sometimes be of a sensitive or intimate nature and that it may not be
appropriate for you to raise the issue through our normal grievance procedure.
In these circumstances you are encouraged to raise such issues with a senior
colleague of your choice (whether or not that person has a direct supervisory
responsibility for you) as a confidential helper.

8.3 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. If you feel unable to do this verbally then you should hand a
written request to the harasser, and your confidential helper can assist you in
this.
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2.Harassment

Harassment can range from extreme cases like violence to
less obvious actions like deliberately ignoring a colleague.
Whatever the form of harassment, if the recipient finds the
behaviour offensive, unpleasant, unreasonable or just
unwelcome then it is unacceptable for the perpetrator/s to
continue with it.

Examples of harassment are:

ePhysical contact ranging from touching to serious assault.
eUnwelcome sexual advances — touching, standing too close,
the display of offensive materials, making decisions on the
basis of sexual advances being accepted or rejected

eVerbal and written harassment (including email) through
jokes, offensive language, gossip, sectarian songs, etc.
eVisual display of posters, graffiti, obscene gestures, flags,
bunting, emblems and screen savers, etc.

elsolation and non co-operation at work, exclusion from social
activities etc.

eCoercion, intimidation and threatening behaviour, ranging
from pressure for sexual favours to pressure to participate in
political/religious groups.

eIntrusion by pestering, spying, following, telephoning, etc.
eShouting at an individual to get things done.

eConduct that denigrates ridicules or humiliates an individual,
especially in front of their colleagues.

eunwelcome remarks about a person’s age, dress,
appearance, race or marital status

ejokes, offensive language, gossip, slander, sectarian songs
and letters

epressure to participate in political/religious groups

efailure to safeguard confidential information

esetting impossible deadlines

epersistent criticism

2.1.The need to tackle harassment should not stop welcome
banter and friendly gestures between colleagues. But where
such behaviour becomes unwanted or offensive it becomes
unacceptable and must be stopped. h

Commented [TA7]: This paragraph has replaced:

Bullying includes unjustifiably singling out a person for special
adverse treatment (usually sustained) i.e. being ‘picked on’.
Bullying can take place upwards or downwards through the
hierarchy. It may emanate from a misuse of power or position
to criticise and condemn, unreasonably or unjustifiably, to
humiliate, frighten, denigrate or injure the recipient of that
behaviour. The following are examples, but not an exhaustive
list, if inappropriate behaviour that may be perceived as
bullying:

eShouting at an individual

ePersonal insults.

eHumiliating an individual in front of others

#Picking on one person when a common problem exists
eConduct that denigrates, ridicules or humiliates an individual
eVictimisation where a person is unjustifiably treated less
favourably.

eConsistently undermining someone in an unacceptable and
unjustifiable manner

eUnjustifiable complaints made against a colleague
ePersistently attacking an individual in terms of their
professional or personal standing

eSpreading malicious rumours, or insulting someone by word
or behaviour (particularly on grounds of age, race, sex,
disability, sexual orientation, and religion or belief)

«Copying memos that are critical about someone to others who
do not need to know




8.4 Formal method

8.5 Where the informal approach fails or if the harassment is more serious, you
should bring the matter to the attention of HR Manager as a formal written
grievance and again your confidential helper can assist you in this. If possible,
you should keep notes of the harassment so that the written complaint can
include:

8.5.1 the name of the alleged harasser

8.5.2 the nature of the alleged harassment

8.5.3 the dates and times when the alleged harassment occurred
8.5.4 the names of any withesses

8.5.5 any action already taken by you to stop the alleged harassment.

8.6 Where it is not possible to make the formal complaint to the above named
person, for example where they are the alleged harasser, we would encourage
you to raise your complaint to City Clerk.

8.7 On receipt of a formal complaint we will take action to separate you from
the alleged harasser to enable an uninterrupted investigation to take place.
This may involve a temporary transfer of the alleged harasser to another work
area or suspension with contractual pay until the matter has been resolved.

We will carry out an investigation into the matter once the formal complaint has
been received. This investigation may require holding an investigation meeting
with you. A report of the findings will be submitted to the person who will hold a
grievance meeting.

8.8 On conclusion of the investigation which will normally be within 10 days of
the meeting with you, a report of the findings will be submitted to the manager
who will hold the grievance meeting.

8.9 You will be invited to attend a meeting, at a reasonable time and location, to
discuss the matter once the person hearing the grievance has had opportunity
to read the report. You have the right to be accompanied at such a meeting by
a colleague or Union representative and you must take all reasonable steps to
attend. Those involved in the investigation will be expected to act in confidence
and any breach of confidence will be a disciplinary matter.

8.10 You will be able to put your case forward at the meeting and the manager
will explain the outcome of the investigation and ask you to contribute any
further information. You have a right to appeal the outcome.

8.11 If there are no grounds to substantiate the allegation that unacceptable
behaviour has taken place, this outcome will be confirmed in writing to all
involved.

8.12 If the decision is that the allegation is well founded, the harasser will be
liable to disciplinary action in accordance with our disciplinary procedure.

8.13 Those involved in any formal meetings will approach the meeting
sensitively and it will be conducted in confidence. Any breach of this



confidence will be deemed a disciplinary matter.

8.14 The Council is committed to ensuring employees are not discouraged from
using this procedure and no employee will be victimised for having brought a
complaint. |

9. Malicious false allegations
9.1 Any allegations found to be both false and malicious will be taken very
seriously and may result in disciplinary action up to and including dismissal.
10.Monitoring and record retention
10.1. Monitoring will be the responsibility of the HR Manager who will
work in conjunction with the Senior Management Team to assess the

impact of the policy.
10.2 Records will be kept in line with the retention schedule policy.

Commented [TA8]: This paragraph has replaced the following,
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1.Disciplinary Procedure

1.1.The Council has a legal and moral obligation to ensure that
employees are treated fairly, and it expects its employees at all
levels to be totally committed to eliminating any form of
harassment from the workplace and associated work activities.
Disciplinary action, up to and including dismissal may be taken
against any employees, regardless of position, found to be
responsible for inciting or perpetrating harassment, bullying or
victimisation.

1.2.Please refer to the Council’s Disciplinary Procedure.
1.3.Where appropriate, harassment complaints can be pursued
through the disciplinary procedure or the capability procedure,
whichever is most applicable to the individual case.
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Options available to resolve matter include:
e Facilitating a meeting
Helping victim to write letter
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v v

Behaviour continues

v

Investigation conducted - Outcomes include:
e Complaint not upheld
e Decide to resolve matter through mediation or conciliation

o Decision taken to take to disciplinary process
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