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      DIGNITY AT WORK
	July 20, 2008



POLICY & PROCEDURE

Purpose & Aims 

Feature Creep Ltd prides itself in a culture of diversity and high performance.

Everyone who works at Feature Creep Ltd has the right to work in an environment, which is respectful and free from harassment, or any other form of unwanted behavior. Feature Creep Ltd recognises the right to a working environment, which is free from harassment in any form and in which the dignity of workers is respected.

The Company will promote a harmonious working environment in which all employees are treated with dignity and do not feel apprehensive because of their religious belief, political opinion, gender, marital status, sexual orientation, disability, colour, race, nationality, ethnic or national origin, disability or age.

Harassment in any form is unacceptable and will not be permitted.  All harassment constitutes discrimination and is unlawful under statutory legislation.  As such it will be treated as misconduct necessitating disciplinary action that may include Gross Misconduct.  

Scope

This policy will apply to employees at all levels.

General Guidance

Definitions

Harassment

For the purpose of this policy harassment is defined as :

Unwanted conduct affecting the dignity of men and women in the workplace. It maybe related to age, sex, race, disability, religion of belief, nationality, sexual orientation or any personal characteristic of the individual. It may be persistent behaviour or an isolated incident.

Bullying

For the purpose of this policy bullying is defined as:

Offensive, intimidating, malicious or insulting behavior or an abuse or misuse of power through means intended to undermine, humiliate, denigrate or injure the recipient

Examples  Include:
· Verbal and written harassment through jokes, offensive language, gossip and slander, sectarian songs, suggestive remarks and gender related insults.
· Visual displays of flags, posters or emblems, graffiti or other offensive material
· Persistent, offensive, abusive, intimidating and / or insulting behaviour designed to upset, threaten or humiliate the recipient.
· Offensive or degrading behaviour towards people from ethnic minorities or those with disabilities.
· Isolation or non co-operation at work or exclusion from social activities.
· Intrusion by pestering or spying.
· Deliberate criticism and overloading of a competent employee.

· Persistent criticism or reprimands in front of others.

Victimisation

For the purpose of this policy victimisation is defined as:

Intimidation or discrimination against an individual or individuals because they have raised a grievance about an aspect of their employment or because they have given evidence to support an another employee’s grievance.

General Guidelines

Role of a Companion

You are legally entitled to be accompanied by a colleague or Designated Advisor at a grievance hearing.  They may address the meeting on your behalf but may not answer questions for you.  The Designated Advisor may not be a family member or legal representative. 

Time Frames

Where, for good reason, the time frames stipulated within this policy cannot be adhered to you will be informed of the reason for the delay and the expected response date. Every effort will be made to ensure the process moves as quickly as possible while also giving due attention to the issues raised.
Postponements

A postponement of a maximum of 5 days will be allowed where a companion is unavailable.  

Where an employee cannot attend due to sickness, or other valid reason the meeting will be rearranged.  If the employee does not attend this meeting a decision will be made in their absence.

Roles & Responsibilities

Employees Responsibilities

Employees at all levels have a duty to help ensure a working environment free from harassment.  This can be attained through compliance with this policy.  The Company recognises the right of employees to complain about harassment if it occurs.  It is also a duty of any employee to report incidents of bullying or harassment or concerns they may have in this regard.  

Victimisation of employees either making a complaint or giving information in connection with a complaint is illegal.  Any such complaint of victimisation will be dealt with under the disciplinary procedure and may warrant dismissal.

Management Responsibilities

Directors and managers have a duty to implement this policy and to ensure that their behaviour is at all times beyond question.  Their responsibilities are:

· To take immediate action to deal with any incidents of harassment of which they are aware.

· To take action to ensure there is no recurrence of harassment or victimisation of those involved

· To ensure appropriate action is taken to implement recommendations arising as a result of allegations.

· To oppose harassment by not allowing unacceptable behaviour or potentially offensive material to be displayed or circulated.

· To ensure that staff know how to raise harassment and bullying problems by positively promoting this policy.

Company’s Responsibilities

· To make all employees, including new entrants, aware of the policy and procedures for dealing with harassment.

· To provide training in the policy and procedures for Managers and other designated people.

· To provide advice and assistance to employees in case of harassment and to designate named Advisors.

· To deal with complaints promptly, confidentially and sensitively.

· To monitor the incidence of harassment through complaints, exit interviews.

· To review the policy and procedures regularly to assess the effectiveness.

DIGNITY AT WORK COMPLAINTS PROCEDURE 

Informal

This procedure is appropriate where the harassment is not serious or has not been repeated.

There are several steps, which the employee can take:

· To make it clear that the behaviour is unacceptable, offensive and unwanted and should be stopped.  This may be done with the support of a colleague or Designated Advisor.

· The employee may ask that this be done on their behalf if they find it too difficult or embarrassing to do personally.

Formal - Grievance Stage 1

This procedure is appropriate where the informal procedure has not been effective, where the person making the complaint prefers it or if the harassment is serious.

The complaint should be made in writing to the employee’s Line Manager or if this is inappropriate to one of the Directors. This should be done as soon as possible after the alleged harassment.
The Manger or a designated representative for the company will formally meet the complainant as soon as possible but normally within 5 working days.  All complainants have the right to be accompanied at meetings by a colleague or a Designated Advisor.

During formal interview the nature and details of the complaint will be clarified and records taken.  The complainant will be made aware of the next stage of the procedure.

The individual carrying out the investigation will meet with the alleged harasser to outline the nature of the complaint, to inform that it is being dealt with formally and to record their comments on the allegation.  The alleged harasser will also have the right to be accompanied by a colleague or Designated Advisor and will be informed of the next stage of the procedure.

The investigator will set a date for a formal meeting to be held with the alleged harasser as soon as possible, but normally within 5 working days of the formal meeting with the complainant.

An investigation will be conducted, the purpose of which will be to establish the facts.  All meetings will be recorded and will be carried out privately.

The investigation will include interviews with anyone else who may be able to assist either as a direct witness or who can provide relevant background information.  This may involve several meetings.  Under normal circumstances the investigation will be completed within 10 working days.  

On completion of the investigation a decision will be made as to whether or not the complaint is substantiated.  This will be given in writing to both parties as soon as possible but normally within 5 working days from completion of the investigation.  

Stage 2 - Appeal

The employee will have the right to appeal if they are not satisfied with the outcome of the investigation.  Grounds for appeal should be put in writing to a Director.  A meeting will be held within 5 working days and their decision given as soon as possible thereafter.  Should further investigation be necessary it will be carried out according to the procedure and timescale set out above.

This is the final stage of the Dignity of Work procedure and the company’s decision will be final.

If the complaint is upheld appropriate actions, potentially including disciplinary action will be taken to stop the harassment and prevent its recurrence.  This also applies if the actions take place outside of normal working hours but impact the place of work or may potentially affect Feature Creep’s reputation.  This will be taken in accordance with the Company Disciplinary Procedure.
Where a complaint is upheld and where the harasser remains in employment every effort will be made to relocate the harasser, not the victim.  Consideration may also be given to the voluntary transfer of one of the employees concerned in the case where the complaint is not upheld.
In each case the Manager will continue to review the situation with the individual who has alleged harassment to ensure that no further harassment or victimisation has occurred.

This policy forms part of your Terms and Conditions of employment. There may be times when this needs to change, for example when the law changes.  If this is the case these changes will be communicated to you.
Reference – 
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