
HARRASSMENT POLICY

Harassment damages the working environment and can have a devastating
effect on the health, confidence, morale and performance of those affected by
it.  It  may also have a damaging effect on other staff,  not themselves the
object of unwanted behaviour, who are witness to it or who have knowledge
of  the  behaviour.   All  staff  are  entitled  to  a  working  environment  which
respects  their  personal  dignity  and  which is  free  from such  objectionable
conduct.  Harassment is a disciplinary offence and incidents will be dealt with
under the disciplinary procedure.

What is Harassment?

Harassment can be either:

 Unwanted conduct whether verbal or not, which is of a sexual or racial
nature, or other conduct based on someone’s race and/or gender which
affects the dignity of men or women at work, or

 Bullying  of  colleagues,  especially  junior  colleagues  by  intimidatory
behaviour, or

 Unfavourable conduct at work, whether verbal or non-verbal, towards
someone based on his/her disability which could affect his/her dignity at
work.

A single incident can amount to harassment if sufficiently grave.

Examples of harassment or bullying would include sexual or racial banter, the
display of material with sexual or racial overtones (even if not directed at the
complainant); sarcastic personal remarks about colleagues, especially those
reporting to you; over-demanding or unreasonable requirements.

Prevention of Harassment

Anyone that has been subjected to harassing or bullying behaviour may seek
confidential assistance through   Gill Moulam

Informal Stage

If you are the recipient of harassment, you may, if you prefer, try to resolve
the problem informally by explaining to the individual  concerned the effect
and impact of their behaviour.



You may choose to approach, Gill Moulam for confidential advice on dealing
with the matter informally,  which will not be taken any further without your
consent.  If you feel that you are unable to talk to the individual directly, Gill
Moulam may offer to talk to the individual on your behalf  in an attempt to
resolve the situation informally.

The  informal  stage  will  not  result  in  any  formal  internal  investigation  or
disciplinary action but is intended to enable you to resolve the matter yourself
without it going any further in the Company.

If you consider that you may have been subjected to conduct amounting to a 
criminal offence (such as sexual assault), Gill Moulam will arrange for you to 
be assisted to make a formal complaint to a police officer or to provide you 
with any other assistance that you may require.  Compassionate leave may 
be granted at the discretion of the Company.

Formal Stage

Where  informal  resolution  is  not  appropriate  or  has  resulted  in  an
unsatisfactory outcome, then you may bring a formal complaint to a Company
Director.

All complaints will be thoroughly investigated.  All investigations will be carried
out in an independent and objective manner by someone unconnected to the
allegations and wherever possible of equal grade to the harasser.  Wherever
possible investigations will be completed within two weeks of the complaint
being made.

Investigations will be carried out with sensitivity and with due respect for the
rights of both the complainant and the alleged harasser.  All those interviewed
may be accompanied by a friend, colleague or official of their trade union or
professional organisation.

The investigation will focus on the facts of the complaint.  Notes will be kept
of all stages of the investigation and those interviewed will receive notes of
the interview to agree.  Parties will not be required to repeat distressing or
embarrassing details any more than is necessary.

The importance of confidentiality will be stressed to all those interviewed and
everyone will be strictly required not to discuss the complaint with colleagues
or friends.  Breach of confidentiality may give rise to disciplinary action.

Wherever  possible,  consideration  will  be  given  to  ensuring  that  the
complainant and the alleged harasser are not required to work together whilst
the  complaint  is  under  investigation.   Where  it  is  not  practicable  to  offer



alternative  duties to one or  other  party,  the complainant  will  be given the
option of remaining at home on special leave if so desired.

The  complainant  will  be  kept  informed  of  the  general  progress  of  the
investigation and will  be informed whether  or  not  the complaint  has been
upheld.

Where a complaint is upheld, the matter will be treated as a disciplinary issue,
and  the  formal  disciplinary  procedure  will  be  invoked.   Serious  acts  of
harassment may constitute gross misconduct and could lead to dismissal.

The Company will  seek to ensure that  the complainant  is not  in any way
penalised  whether  directly  or  indirectly  for  bringing  a  complaint  and  the
situation will be monitored to ensure that the harassment has stopped.

Even where a complaint is not upheld, for example where the evidence is
inconclusive, consideration will be given to effecting arrangements which will
enable  the parties not  to continue to work together  against  the wishes of
either party.

Any complaint that is unfounded and not made in good faith, for example a
malicious complaint, will be treated as a disciplinary offence.


