NTC Training

Ref: Policy No 12
Issue 3

Title: Bullying & Harassment


1. Introduction

Nuneaton Training Centre Ltd aims to create an environment where harassment and bullying are known to be unacceptable and where employees and learners can feel confident that they will be supported to fulfil their true potential without fear of harassment and bullying.

2. Policy

2.1 Harassment

Harassment can take many forms but can generally be considered as persistent, unwanted behaviour against one or more individuals which is felt to be intimidating, offensive, upsetting, malicious, embarrassing or humiliating. It is identified not only by the intention or action of the perpetrator, but also by the effect on the recipient and whether the behaviour is deemed unacceptable and damaging.

Harassment can occur in connection with any of the following:

· Race, ethnic origin, nationality and skin colour

· Gender or sexual orientation

· Disability

· Status as an ex offender

· Health issues including AIDS, HIV

· Physical characteristics

· Personal beliefs

2.2 Bullying

There is more than one kind of behaviour that can be considered as bullying. A useful definition of bullying is:

Persistent, abusive or insulting behaviour, abuse of power or unfair sanctions which make its target feel threatened, humiliated or vulnerable and which undermines an individual's confidence and self esteem.

It is also very important to be aware that bullying is not the occasional argument or difference of opinion. Nor need constructive and fair criticism of employee performance or behaviour at work be construed as bullying provided that employees are treated with respect.

Both bullying and harassment can take many forms:

· Verbal or physical threats

· Jokes, offensive language, gossip, slander, sectarian opinions

· Posters, graffiti, obscene gestures, flags and emblems

· Isolation or non co operation and exclusion from social activities

· Coercion for sexual favours

· Pressure to participate in political or religious groups

· Intrusion by pestering, spying and stalking

· Persistent negative comments

· Humiliation in front of others

· Unjustified, persistent criticism

· Offensive personal remarks

· Setting of unattainable targets

· Changing work targets in order to cause someone to fail

· Reducing an employees effectiveness by withholding information

· Picking on one person for criticism when there is a common problem

· Not giving credit where it is due

· Claiming credit for someone else's work

· Belittling someone else's opinion

· Making false allegations

· Undervaluing work done

· Removing areas of responsibility without justification

· Imposing unfair sanctions

Some areas of harassment constitute a criminal offence, but generally speaking failure to protect employees from both bullying and harassment may cause an employer to be in breach of duty to provide a workplace that is conducive to the safety and welfare of his employees.

There is no law which deals specifically with bullying but it is possible that some aspects of this kind of behaviour may be covered by laws designed to address particular areas of harassment e.g.:

The Sex Discrimination Act 1975

Race Relations Act 1976

The Disability Discrimination Act1995

Criminal Justice and Public Order Act 1995

Protection of Harassment Act 1997

The Employment Rights Act 1996

The Health and Safety at Work act 1974

The Human Rights Act 1998

2.3 Dealing With Complaints

Allegations of bullying and harassment will be dealt with promptly and employees can expect a confidential, thorough and impartial response to their grievance.

Proven issues of bullying and harassment will be considered as amounting to gross misconduct and will invoke disciplinary actions.

Employees should in the first instance share their concerns with either the Chief Executive and or Deputy Manager. If the employee is not satisfied with their actions then a complaint should be made in writing to the Board of Directors.

It may be possible to resolve the complaint internally and informally at this juncture.

If informal procedures fail, formal action will be taken and the employee should state their grievance in writing following the company grievance procedure.

A record of the complaint and its investigation will be made, including the names of those involved, dates, the nature and frequency of the incidents, the actions taken and any follow up or monitoring information. At the end of the investigation into harassment or bullying, a check will be made to ensure that the unwanted behaviour has stopped and that there has been no victimisation or retaliation because of the grievance.
3. References

To be read in conjunction with:

The Master Index of Procedures and,

The Master Index of Standard Forms

4. Enquiries

All enquiries about this policy should be addressed to the author unit in the first instance.
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