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  Harassment & Bullying Policy Statement and Guidelines

Policy Statement

Chiltern Training Limited aims to provide a working and learning environment that will enable staff and learners to fulfil their potential and in which the dignity of all individuals is respected.  To this end, the company wishes to provide an environment that promotes equal opportunities and is free from harassment.  Harassment can have a serious detrimental effect on working, studying and social conditions of staff, candidates and visitors to the company.  This policy applies to all members of the local community, staff and candidates and any incident of harassment will be regarded extremely seriously and can be grounds for disciplinary action including dismissal or expulsion.

What constitutes Harassment?

Harassment can be a source of great stress to an individual.  It may be so serious and unrelenting that the person who is being, or has been, harassed feels it necessary to change job or change/not complete their learning.  All members of the company and candidates are responsible for ensuring that individuals do not suffer any form of harassment. They should also encourage and support any legitimate complaint.

Definitions of Harassment

Harassment is used here to mean sexual, racial, bullying and other forms of personal harassment, arising from disability, age, sexual orientation, religion or any other personal characteristic including gender.
Harassment may occur where the harasser has a position of authority (for example, where an assessor, supervisor or administrator is able to affect another person’s job or career.  Harassment is difficult to define in terms of what is acceptable or unacceptable behaviour.  The defining features are that the behaviour is unwanted by the recipient and would be regarded as harassment by any reasonable person.
(ii) Sexual Harassment – This always involves unwanted sexual attention, which emphasises sexual status over status as an individual, colleague or candidate.  It is most often found that it is women who are harassed by men.  However, sexual harassment between members of the same sex or of men by women does also occur.  It can be physical, ranging from suggestive looks, indecent assault, rape, or verbal, ranging from belittling or suggestive remarks, compromising invitations, aggressively foul language, or unwanted demands for sex, displays of sexually suggestive or degrading pictures in the working environment, including images, text and messages on computer screens.  Sexual harassment occurs when any such behaviour creates an intimidating, hostile or offensive environment for employment, for study or for social life.  Any behaviour that makes the recipient feel unjustifiably viewed, as a sexual object is liable to cause offence, even if offence is not intended.  Differences of attitude or culture and the misinterpretation of social signals can mean that what is perceived as sexual harassment by one person may not seem so to another. Harassment based on a person’s sex does not have to relate to the sex of the claimant.
(ii) Racial and Religious Harassment - This may be defined as any hostile or offensive act or expression by a person of one racial or ethnic origin or religious belief against a person of another, or incitement to commit such an act.  Such behaviour includes derogatory name-calling, insults and racist jokes, racist graffiti, verbal abuse and threats, physical acts, ranging from gestures to attack, and ridicule of an individual for cultural or linguistic differences or religious beliefs.  Racial and Religious harassment occurs when any such behaviour creates an intimidating, hostile or offensive environment for employment, study or social life.  Differences of attitude or culture and the misinterpretation of social signals can mean that what is perceived, as racial/religious harassment by one person may not seem so by another.

(iii) Bullying - This is not confined to derisory remarks or open aggression but can be subtle and devious.  Bullying can occur when professional abrasiveness becomes tainted with personal vindictiveness and people are singled out, demeaned and devalued.  It is often an experience that causes the individual to feel isolated, with repercussions for mental and physical health.  Examples of bullying are:

· Picking on people and criticising them in front of others;

· Refusing to delegate or punishing competent people by removing their responsibility;

· Unfounded criticism at performance of work tasks;

· Shouting at people to get things done:

Cyber bullying – see separate policy

(iv) Personal Harassment – Other forms of harassment can equally cause misery.  Such harassment may include;

· Insults or bullying based on personal circumstances, appearance, sexual orientation, disability, gender;

· Pranks about age, cultural differences, disability;

· Hostility based on religious and cultural denomination, age, disability;

· Using a person’s known ill-health or disability to deskill, depower or demoralise them.

Action If You Are Harassed

Any difficulty in defining what constitutes harassment should not deter staff, candidates or visitors from complaining of behaviour, which causes them distress.  Nor should anyone be deterred from making a complaint because of embarrassment or fear of intimidation or publicity.  Chiltern Training Limited will respect the particular sensitivity of harassment complaints and their consequences as well as the need for the utmost confidentiality.  If you feel that you are being subjected to harassment in any form, do not feel it is your fault or that you have to tolerate it.

(i) If possible make it clear to the person that you object to their behaviour – this may in some instances be sufficient to stop it.  If you feel unable to tackle the person concerned, this does not constitute consent to harassment, nor will it prejudice any complaint you may bring.  If you do not want to face the harasser, you might be able to put it in writing.  Write a letter or memo explaining what it is about the behaviour that is upsetting you and ask for it to stop.  If you decide to tackle the problem by writing to the harasser, you should keep a copy of the letter or memo.

(ii) Keep a record of incidents – This is important.  Later on, you may need to re-call what has happened to you.  Make a note of the date and time of any incidents, and of the name of anyone that was around at the time and might have seen what happened.

(iii) Seek advice – You could seek the help or advice from a trusted friend, a sympathetic colleague or a staff representative.  Also, at any time you may seek a confidential meeting with a member of the Management team at Chiltern Training Limited.  If you wish, you may be accompanied at such a meeting by a sympathetic colleague, friend or staff representative.  Following this meeting further action involving you will not normally be taken without your express permission; in particular the person about whom you are complaining will not be given your name without your express permission.  The purpose of this meeting will be to discuss the harassment and try to find a solution.  An anonymous statistical record of the meeting will be kept.

(iv) If necessary, seek medical help – If the nature of the harassment is such that it is putting you under stress, injuring you, or making you unwell, go to your doctor.

(v) Informal Action – Most recipients of harassment simply want their harassment to stop.  Where the harassment is occurring between two co-workers or learners and when the harassment is not too severe, it may be possible to try to resolve the matter informally.  Where it is too difficult or embarrassing for you to do this on your own behalf, an alternative approach would be to seek support from a member of the Management team of Chiltern Training Limited.

One option would be for you to be accompanied by a member of the Management team while you speak directly to your harasser.  You can explain that you find certain behaviour offensive and that if the behaviour or similar behaviour is repeated you may make a formal complaint.  You can then note down the details and either keep it yourself or pass it to the manager dealing with the complaint.  This means that no one else needs to be involved if you do not want them to be.

This type of approach may be effective where someone does not realise that their behaviour may be objectionable.

(vi) Formal action – If you wish formal action to be taken then you may make a formal complaint.  By its nature, harassment may make the normal channels of complaint difficult to use because of embarrassment, fears of not being taken seriously, of damage to reputation, of reprisal or the prospect of damaging the working or learning environment.

The formal complaint should be made in writing to either Jane Williams or Elizabeth Boyd.  It will then be dealt with in one of two ways depending on whether the alleged harasser is a member of staff or candidate.

Alleged Harasser is a Member of Staff

The formal complaint will be passed to a Managing Director who will personally investigate the incident.

At this stage the alleged harasser must be made aware of the formal complaint by the Director and given full details.  He/She will be given the opportunity to respond.  It may be necessary for Katy Edwards or Elizabeth Boyd to speak to any witnesses. Strict confidentiality must be maintained throughout the investigation.

Once an initial investigation into the complaint has been completed Katy Edwards and Elizabeth Boyd will decide on appropriate action.  Appropriate action might include: instigating further discussions, writing a letter giving guidance to both involved parties, deciding that a disciplinary hearing should be held or deciding that no action will be taken with reasons given to both parties.

If it is decided that a disciplinary hearing should be held the existing disciplinary procedures and regulations and appeals procedures pertinent to that individual will be used.

Alleged Harasser is a Learner

The formal complaint will be passed to the Training Co-Coordinator who then may investigate the incident or ask assistance of the management team at Chiltern Training Limited.  The learner’s employer will also be informed that an investigation is underway.

At this stage the alleged harasser will be made aware of the formal complaint by a member of the Management Team or appointed representative and given full details.  He/She will be given the opportunity to respond. 

Once an initial investigation into the complaint has been made the Management Team will decide on appropriate action.  This could include: instigating further discussions, writing a letter giving guidance to both involved parties, removing the harasser from their programme or deciding that no action will be taken with reasons given to both parties.

If it is decided that a disciplinary hearing should be held all information will be supplied to the harasser’s employer, who will then take any appropriate action.

Victimisation

Those bringing forward incidents of harassment will be protected against retaliation.  An allegation of victimisation will be dealt with under the relevant disciplinary procedures.

Disciplinary and grievance procedures

Individuals who have been found to breach Chiltern Training Limited’s policy on harassment will be subject to disciplinary action.  In such cases Chiltern Training Limited’s existing disciplinary procedures and regulations may be used.  If an individual is dissatisfied with the action taken under the harassment guidelines, Chiltern Training Limited’s formal grievance procedure can be invoked.

Harassment involving Violence

Nothing in this policy prevents you from exercising your legal rights at any time.

(i) If you have been attacked (or feel threatened in any way, or have been the subject of harassing telephone calls) seek help immediately.  In particular you should report this attack to the police.  Anyone of the Teaching Team will willingly give you support and help you decide what to do.  If you go to them further action involving you will not normally be taken without your express permission.  You will be advised on what to do but you have a choice.  For your own protection and for the protection of others it is important that the offender is dealt with.  If you decide to go to the police you will not be asked to go alone, unless you so wish.

(ii)  If you have been sexually assaulted or raped seek medical help and advice immediately.  Information on locally available advice and help for females and males who are the victims of sexual assault or rape is available, within your local telephone directory, or by contacting Chiltern Training Limited who will arrange appropriate advice and support.
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