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BULLYING AND HARASSMENT AT WORK POLICY
POLICY STATEMENT
VG-ES is committed to promoting diversity and providing equality of opportunity for all staff as well as promoting a harmonious working environment where every employee is treated with respect and dignity and in which no employee feels threatened or intimidated for any reason.

Harassment and bullying at work in any form is unacceptable and will not be tolerated or condoned. Where found to be substantiated, it will be treated by VG-ES as misconduct and, in the case of gross misconduct, could lead, after investigation and if found to be proven, to dismissal.

Harassment is a form of discrimination and is covered by UK legislation. VG-ES undertakes to operate at all times within current legislation and good practice.

Definitions

Harassment is unacceptable behaviour, which can range from violence and bullying to more subtle behaviour such as ignoring an individual at work. It will be unwanted by the recipient (s) and may subject an individual or a group to unwelcome attention, intimidation, humiliation, ridicule, offence or loss of privacy. A single incident may be serious enough to constitute harassment and justify a complaint

It may be related to age, sex, race, disability, religion or belief or indeed any personal or cultural characteristic. This list is obviously not exhaustive. Differences in attitude, background or culture may mean that what is perceived as harassment by one person may not seem so to another. It is important to remember that the key element when defining harassment is that the actions or comments are felt to be demeaning and unacceptable to the person receiving them.

Bullying is a particular form of personal harassment. It can be defined as threatening, abusive, intimidating or insulting behaviour that may be an abuse of power, position or knowledge. It can happen in public or in private and may arise from the combination of an authoritarian personal style in the bully and a lack of assertiveness and self-confidence in the person or persons being bullied. An assertive management style would not in itself constitute bullying but where assertiveness gives way to aggression it is likely to become destructive rather than constructive.

Generally, both bullying and harassment are defined by the effect of the behaviour upon the staff member, rather than what has actually been done or the intention of the perpetrator. They can be inflicted by an individual against an individual or involve groups of people. Unless serious, for example, threatened or actual violence, threats of dismissal or promises of special treatment in return for sexual favours, one incident would not usually constitute bullying or harassment, but a series of such incidents would, particularly where a staff member has expressed a dislike of such behaviour or has asked for it to stop.

Bullying and harassment apply not only to face-to-face contact but to other forms of communication such as email and telephone communications.

Some examples of behaviour which could be considered to be harassment or bullying are as follows:

· Reprimands in public 

· Setting someone up to fail 

· Personal insults or the spreading of malicious rumours 

· Aggressive behaviour or threats 

· Singling someone out for unjustified criticism 

· Overbearing supervision or misuse of power or position 

· Unwelcome sexual advances, including touching, standing too close and the display of offensive materials 

· Making threats or comments about job security without foundation 

· Deliberately undermining someone by persistently overloading, setting unrealistic work targets or constant criticism 

· Preventing individuals' progressing by intentionally blocking promotion or training 
opportunities 

Harassment and bullying would not normally include:

· The legitimate giving of instructions by managers to staff 

· Setting work-related targets and objectives and monitoring achievements 

· Setting standards of workplace performance and behaviour for staff and monitoring 
these 

· The addressing of poor performance or unacceptable behaviour on the part of staff using disciplinary procedures, where appropriate 

Employees' rights

VG-ES believes that all employees have the right to work in an environment free from harassment and bullying and that all employees have the right to complain about harassment and bullying should it occur. All complaints will be dealt with seriously, promptly and confidentially. All parties to the complaint will be interviewed and every attempt made to hear all evidence relevant to the case. Complaints will need to be made in accordance with the Bullying and Harassment at Work Policy. This procedure does not affect the rights of employees to pursue a complaint under any relevant legislation, either related to discrimination or otherwise.  VG-ES will make every effort to ensure that employees making a complaint or giving evidence or information in connection to the complaint are not victimised. 

Employees' responsibilities

All employees have a responsibility to help create a working environment in which the dignity of employees is respected. Everyone must comply with this policy and should ensure that behaviour to colleagues does not cause offence and could not in any way be considered harassment or bullying.

Employees should discourage harassment and bullying by making it clear that they find such behaviour unacceptable and by supporting colleagues who suffer such treatment and are considering making a complaint. Individual employees should alert their line manager or the chairman of the board of directors, of any incident of harassment or bullying to enable the matter to be dealt with promptly. 

VG-ES’s responsibilities

VG-ES will ensure that adequate resources are made available to promote respect and dignity at work and deal with any complaints of harassment. This policy will be communicated to all employees and VG-ES will ensure that everyone is aware of their responsibilities. VG-ES will monitor all incidents of harassment and will review the effectiveness of this policy.   
Timescales

There is no absolute time limit for making a complaint, however it is advisable to do so as soon as possible because memories of an incident may fade. Additionally, a long time lapse may mean that it is less reasonable for a complaint to be pursued.

Once a complaint has been made (whether informally or formally) it will be dealt with as quickly as possible as an early resolution is in the interest of all parties. A timescale for dealing with complaints will be agreed individually for each case and parties will be kept informed of the timescale. 

Confidentiality

As a general principle confidentiality should be agreed and maintained. However, where a line manager, or chairman believes there is an unacceptable risk to the complainant, or to another person, action will need to be taken and absolute confidentiality cannot be maintained. Information will only be given to those who strictly need to know. The decision as to whether a complaint should be progressed will normally rest with the complainant except where there is an unacceptable risk, e.g. threats of violence, risk of damage to health. In such circumstances it will be necessary to take action under this procedure whether or not the complaint is in writing. If such action is necessary the complainant will be notified and kept informed.

If the complainant wishes to remain anonymous it may not be possible to take any action, although VG-ES will seek to support all individuals in the resolution of genuine complaints and concerns. It may be possible to address such issues through indirect methods e.g. training initiatives, awareness-raising and publicising the Bullying and Harassment at Work Policy.

Whether confidentiality can be assured or not, any staff member making a claim that they have been bullied or harassed will be supported and encouraged in taking the matter forward, either informally or formally. 

Informal Procedures

Where possible, any staff member suffering harassment or bullying is encouraged to resolve problems through informal channels. This could be by raising the concerns directly with the alleged harasser themselves with the support of a line-manager, colleague (or union representative if applicable) if desired. Alternatively the complainant could ask a line manager or the Chairman to raise the issue with the alleged harasser on their behalf. Staff members wishing to make a complaint may find it useful to make a note of any incidents so that they are clear about what happened.

Support and guidance can also be offered to the alleged harasser to enable the issue to be resolved, for example, signposting to external help or support, training, externally provided mediation. VG-ES itself may seek legal advice on an organisational basis in order to deal effectively with the situation. However, the responsibility to seek individual legal advice or support rests with the individual employee(s) concerned who may contact their union representatives if they are members or seek external advice or support from an external provider of their choice. 
All attempts will be made by all parties involved to resolve the problem with minimum disruption and embarrassment to either the complainant or alleged harasser.

Wherever possible, any complaints will be dealt with informally and with the minimum distress caused to all involved. Each case will obviously be different and personal to those involved and account will be taken of the needs of individuals concerned including the person(s) against whom the complaints are made. However, it is possible to outline the informal procedures that will be followed together with the range of possible options that are open to NCVO in dealing with such issues.

Formal Procedures

If a formal complaint is made the grievance procedures may be followed and relevant timescales adopted.

Victimisation

Victimisation or retaliation as a result of action being taken under this procedure is unacceptable and may lead to disciplinary action. Victimisation may also be unlawful.

POLICY ON KEEPING OF RECORDS
Unsubstantiated Claims

Where complaints are found to be unsubstantiated or malicious no records will be held on individual files, but a note of action taken will be kept confidentially within am employee’s personal file for a period of two years.

Where it has not been possible to decide if there is any substance to a claim, correspondence relating to the case will be held for two years by the Chief Officer separate from the personal files of either staff member. These will remain unopened unless further claims of bullying/harassment are made concerning the same individual within this period of time. If this does occur the Chief Officer will inform the individual and a union representative (if requested by the individual) that the records are being re-opened and will provide the individual with a copy of the record. 

Substantiated claims

Correspondence relating to the action and outcomes will be held for two years where it is found that there is substance to a complaint or where it is accepted by the person against whom the complaint has been made. Provided that no further accusations of bullying or harassment are made and found to have substance during this period, the records will then be destroyed.

Where disciplinary action is taken records will be held in accordance with the timescales detailed in VG-ES's disciplinary procedures.
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