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MAINTAINING DIGNITY AT WORK 

1.
Introduction
1.1.
The City Council is committed to providing quality services through its people.  In order to achieve this, it is expected that the behaviour of employees will be of the highest standard. At Salford City Council, we are committed to valuing staff, celebrating diversity and respecting people of every ability, status and background, and have incorporated this commitment into one of our values.

1.2.
To ensure that these values are embedded in the way we work, the council has resolved to maintain a working environment that supports the dignity of all employees and is free from bullying, harassment, intimidation, and victimisation.

1.3.
The expected standards of behaviour are set out in the contract of employment, the Code of Conduct for Employees, Maintaining Dignity at Work Policy, and the Disciplinary Rules.

1.4.
Where an employee does not meet the expected standards of behaviour the City Council will, where appropriate, assist and support the employee to improve.  
1.5. 
The Maintaining Dignity at Work Policy is supported by and developed with the Trade Unions representing the employees of Salford City Council.

2.
Aims and objectives

2.1.
The primary aim of this policy is to prevent behaviour that could be construed as bullying or harassment in the workplace.  Where this does occur, the policy aims to ensure that appropriate and effective action is taken to prevent any recurrence.

2.2.
The specific objectives are to: 

· Provide information so that all employees are aware of the expected standards of behaviour and the types of behaviour which may constitute bullying or harassment.
· Provide information so that all employees understand that behaviour that may constitute bullying or harassment is unacceptable and that appropriate measures, including disciplinary action, will be taken as required
· Promote a climate in which employees feel confident in bringing forward complaints of bullying or harassment without fear of victimisation;

· To ensure that dignity at work matters concerning Salford City Council and its employees are dealt with fairly and consistently throughout the Authority.

	3. 
Scope


3.1.
This procedure will apply to all employees apart from school-based teachers and staff for whom separate procedures exist, and include:
· Incidents of bullying or harassment where the complainant and the person complained about are council employees or volunteers and the events occurred in the workplace.   

· Incidents of bullying or harassment which occur outside of work will be covered by the policy if the actions relate to the work situation.  This includes any environment where work related activities take place, including social or other events, which are held at a time and/or location associated with the work place.

3.2.
This policy will not apply to cases which involve bullying or harassment by members of the public.  The “Violence to Staff” Policy will apply, along with any other health and safety procedures which are relevant to the specific work area. 

3.3.
Where the complainant or person complained about is employed by a different employer in a partnership arrangement, the managers of the complainant and person complained about will agree the appropriate policy to use.

	4.  
Expected Standards


All employees (including agency workers and volunteers) are expected to:

· Build working relationships based on trust and respect.  

· Recognise the needs of (internal and external) customers who may have special requirements, e.g. barriers to communication or access, and work towards overcoming these barriers.
· Respect and value diversity issues
· Contribute to a non-discriminatory work environment.

· Represent the council to the outside world in a positive and non-discriminating manner.
· Adhere to Salford City Council’s Disciplinary Rules.

	5.  
Guiding Principles


5.1.
It is recognised that managers have a key role in engendering a culture of openness and respect for everyone, in order to support effective working relationships. 
5.2. 
Managers are responsible for ensuring their staff are aware of expected standards of behaviour and the consequences of not maintaining these standards.
5.3.
It should be recognised that legitimate, constructive and fair criticism of an employee’s performance or behaviour at work does not constitute bullying.  
5.4.
Employees are expected to treat their colleagues with respect and dignity. Behaviour that contravenes the Disciplinary Rules will be dealt with in accordance with the Local Disciplinary Procedure.
5.5.
All employees are encouraged to resolve their differences with others informally in the first instance.
5.6.
All complaints will be taken seriously. 
5.7.
Anyone who makes a complaint or is involved in a complaint will be protected from victimisation i.e. will not be treated unfairly as a result of making a complaint. 
5.8. 
Malicious, frivolous, or vexatious complaints will be dealt with under the Disciplinary Procedure.

	6. 
What are bullying and harassment?


6.1.
Bullying and harassment can be defined as any unwanted behaviour that makes someone feel intimidated or degraded or humiliated or offended. These terms are used interchangeably by most people, and many definitions include bullying as a form of harassment. 
6.2.
Bullying or harassment may be by an individual against an individual (perhaps by someone in a position of authority such as a manager or supervisor) or involve groups of people. It might be obvious or it might be insidious. It can also occur in written communications, by phone, email not just face-to-face actions.

6.3.
Bullying and harassment can make individuals feel anxious and humiliated and may trigger feelings of anger and frustration at being unable to cope. Some people may try to retaliate in some way, others may become frightened and demotivated. Stress, loss of self-confidence and self-esteem caused by harassment or bullying can lead to job insecurity, illness, absence from work, and even resignation. Almost always job performance is affected and relations in the workplace suffer.
6.4.
Harassment, in general terms is unwanted conduct affecting the dignity of employees in the workplace. It may be related to age, sex, race, disability, religion, sexual orientation, nationality or any personal characteristic of the individual,  and may be persistent or an isolated incident. The actions or comments may be viewed as demeaning and unacceptable to the recipient.
6.5.
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. Whatever form it takes, it is unwarranted and unwelcome to the individual.
6.6.
Examples of bullying/harassing behaviour include:
· spreading malicious rumours, or insulting someone by word or behaviour (particularly on the grounds of age, race, gender, disability, sexual orientation and religion or belief) 

· 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, asking for sexual favours, making decisions on the basis of sexual advances being accepted or rejected 

· making threats or comments about job security without foundation 

· deliberately undermining a competent worker by overloading and constant criticism 

· preventing individuals progressing by intentionally blocking promotion or training opportunities. 
· Intimate questioning about a person’s disability, religion, sexuality etc.
· Making unfair assumptions about someone as a result of their disability, gender, race, age, marital status, religion or sexuality.
· Making jokes about disability, gender, race, age, marital status, religion or sexuality.
	7. 
Process for dealing with complaints


7.1.
Anyone who believes they are being bullied or harassed should make a note of details of the incidents, including dates and times, and names of witnesses. 
7.2 
The individual should then arrange to meet a First Contact Officer from the Human Resources section, and take to the meeting the notes as outlined above, and any other documentary evidence s/he wishes to use in support of their complaint. The individual has the right to be represented at this meeting by a trade union representative or work colleague. 
7.3. At the meeting the First Contact Officer will listen to the complaint and explore any issue further with the individual in order to gain a clear understanding of the nature of the complaint, and consider the implications of any other procedure which may be in operation,.
7.3. Where appropriate the matter will be referred to the appropriate manager for resolution under the Grievance Procedure.
7.4. Where it is reasonably believed that the allegations are of a serious nature which contravenes the Disciplinary Rules, the matter will be referred to the appropriate manager for action under the Local Disciplinary Procedure.
7.5. 
The First Contact Officer will consider the support arrangements in place for the individual during the resolution process and advise the appropriate manager accordingly.
	8. 
Confidentially


Claims of harassment and/or bullying will always be treated seriously and dealt with in confidence, in accordance with this policy.  Any breaches of confidentiality will be treated seriously and may result in disciplinary action.
	9. 
Support for anyone involved in a complaint


The support available to all concerned is as follows: -

· Line Manager support
· First Contact Officer support
· BDMA confidential counselling service 
· Trade unions
· Diversity Leaders
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