4 - DIGNITY AT WORK POLICY
4.1 - STATEMENT OF COMMITMENT
The PCC aims to provide a supportive environment in which the rights of
individuals are respected and each person is treated with dignity and
courtesy at all times. Abuse, harassment and bullying of any kind will,
therefore, not be tolerated.
All allegations of bullying and harassment will be taken seriously and will be
fully investigated. If appropriate, disciplinary action will be taken. Such
action may also be unlawful, for example under the Equality Bill (2010)
The PCC will also not tolerate victimisation of a person for making
allegations of bullying or harassment in good faith or supporting someone
in making such a complaint. Victimisation is a disciplinary offence.

4.2 - THE SCOPE OF THIS POLICY
This policy covers bullying and harassment of and by managers,
employees, contractors, volunteers, agency staff and anyone else engaged
to work for the PCC. If the complainant or alleged harasser is not employed
by the PCC, eg if the worker's contract is with an agency, this policy will
apply with any necessary modifications such as that the PCC could not
dismiss the worker but would instead require the agency to remove the
worker, if appropriate, after investigation and disciplinary proceedings.
The policy covers bullying and harassment in the workplace and in any
work-related setting outside the workplace, e.g. business trips and workrelated social events.
The policy does not cover bullying or harassment by customers, suppliers,
vendors or visitors and, in these cases, employees should report any such
behaviour to their line manager who will take appropriate action. Bullying or
harassment of customers, suppliers, vendors or visitors or others will be
dealt with through the disciplinary procedure.

4.3 - DEFINING BULLYING AND HARASSMENT
Any behaviour that could potentially undermine someone’s dignity and
respect should be regarded as unacceptable. If it is not challenged then it
is likely to escalate and lead to significant difficulties for all concerned.
Unacceptable behaviour becomes ‘bullying’ or ‘harassing behaviour’ when
it causes actual harm or distress to the target(s), normally after a series of
incidents over a prolonged period of time.
The terms harassment and bullying are used interchangeably and there are
many definitions.
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In general terms, harassment is:
Unwanted conduct which has the purpose or effect of violating
another person’s dignity, or creating an intimidating, hostile,
degrading, humiliating or offensive environment. It may be related to
age, sexuality, gender, race, disability, religion and belief, nationality,
marital status or any personal characteristic of the individual, and
may be persistent or an isolated incident.
Bullying may be characterised as:
Offensive, intimidating, malicious or insulting behaviour, an abuse or
misuse of power through means intended to undermine, humiliate,
denigrate or injure the recipient.
Bullying or harassment may be by an individual against an individual or
involve groups of people. It may be obvious or it may be insidious. Whatever
form it takes, it is unwarranted, unwelcome and offensive to the individual
affected.
Examples of harassment and bullying behaviour include:
•
•
•
•
•
•
•
•
•
•
•
•

Behaviour on more than one occasion which is offensive,
abusive, malicious,
insulting or intimidating;
The use of suggestive or derogatory remarks, jokes or other
verbal abuse at an individual’s expense;
Spreading malicious rumours, or insulting someone by word or
behaviour
(particularly on age, racial, sexual or disability grounds);
Copying memos that are critical about someone to others who do
not need to know;
Ridiculing or demeaning someone – picking on them or setting
them up to fail;
Exclusion or victimisation;
Unfair treatment;
Overbearing supervision or other misuse of power or position;
Unwelcome sexual advances – touching, standing too close, the
display of offensive materials;
Making threats or comments about job security without
foundation;
Deliberately undermining a competent worker by overloading and
constant criticism on more than one occasion;
Preventing individuals progressing by intentionally blocking
promotion or
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•
•

training opportunities;
Punishment imposed without reasonable justification;
Changing the duties or responsibilities of staff to their detriment
without reasonable justification.

Bullying and harassment are not necessarily face-to-face. They may occur
in:
•
•
•

written communications
e-mail or other electronic communication
telephone

Lack of intent does not diminish, excuse or negate the impact on the target
or the distress caused

4.4 - FAIR PROCEDURES
It is possible to follow either the informal route or formal route if wishing to
make a complaint of bullying or harassment.
The informal route normally involves making it clear to the perpetrator that
the behaviour offends and the target wants it to stop. The person may not
know that his or her behaviour is unwelcome or upsetting. An informal
discussion may help him or her to understand the effects of his or her
behaviour and agree to change it. This could be done by letter or email, if a
face-to-face confrontation is too difficult in the first instance, and
professional support can be made available. This route may stop the
offensive behaviour quickly and effectively.
If an informal approach does not resolve matters, or the situation is too
serious to be dealt with informally, then a formal complaint may be made by
using the PCC’s grievance procedure (detailed in section 1.6.1 of the Staff
handbook). In the case of grievances about bullying or harassment, the
normal grievance procedure will be modified so that it is possible to raise
the complaint directly with the PCC Secretary and/or someone of the same
sex, wherever possible.
In very serious cases, a criminal offence may have been committed and it
may be necessary to report matters to the police. The PCC Secretary will
endeavour to provide as much support as possible in these cases.
All complaints will be investigated promptly and, if appropriate, disciplinary
proceedings will be brought against the alleged perpetrator.
The PCC will treat complaints of bullying and harassment sensitively and
maintain confidentiality to the maximum extent possible. Investigation of
allegations will normally require limited disclosure on a "need to know"
basis.
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Wherever possible, the PCC will try to ensure that the target and the alleged
perpetrator will not be required to work together whilst the complaint is under
investigation or after a decision has been made.
Any employee making an allegation will be protected against victimisation

4.5 - FALSE ACCUSATIONS
False accusations are a serious matter. The behaviour of anyone who is
found to have made an unfounded, deliberately malicious complaint or
allegation will be regarded with the utmost seriousness and where possible
formal action taken. In the case of a clergy person this may be a complaint
under the Clergy Discipline Measure 2003. A member of either the clergy
or laity could be subject to an action for defamation if they have made false
accusations against someone else.

4.6 - MONITORING AND REVIEW
The PCC will facilitate training for employees to help them understand their
rights and responsibilities under this policy and what they can do to help
create a working environment free of bullying and harassment. Additional
training will be facilitated for managers to enable them to deal more
effectively with complaints of bullying and harassment.
The PCC will also monitor and keep records of any complaints to ensure
that harassment is being dealt with effectively and eradicated from the
workplace. In consultation, the PCC will formally review this policy at least
every three years and, if necessary, make recommendations about
changes.

4.7 - PROTECTION AND SUPPORT FOR THOSE
INVOLVED
Staff who make complaints or who participate in good faith in any
investigation must not suffer any form of retaliation or victimisation as a
result. Anyone found to have retaliated against or victimised someone in this
way will be subject to disciplinary action under our Disciplinary Procedure.

4.8 - RECORD-KEEPING
Information about a complaint by or about an employee may be placed on
the employee's personnel file, along with a record of the outcome and of
any notes or other documents compiled during the process. These will be
processed in accordance with our Data Protection Policy.
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