
DIGNITY AT WORK - DRAFT

POLICY AND PROCEDURE
1. INTRODUCTION
The aim of this document is to set out the policy and procedure of Hythe and Dibden 
Parish Council for resolving complaints by employees of harassment, intimidation 
and bullying in the workplace, from colleagues, managers and supervisors, members 
of the public and Councillors.

2. POLICY STATEMENT
The Council is committed to creating a working environment where employees do 
not suffer harassment, bullying or intimidation on any grounds, specifically age, 
disability, gender or gender re-assignment, pregnancy, maternity, race (which 
includes colour, nationality and ethnic or national origins) sexual orientation, religion 
or belief, or because someone is married or in a civil partnership. Council employees 
have the right to be treated with dignity and respect. Harassment/bullying at work is 
not acceptable and will not be permitted or condoned by the Council, whether in a 
single incident or persistent acts.

The Council also recognises that it has a responsibility to protect employees from
harassment and/or bullying at work by members of the public. Employees have the 
right to be treated with dignity and respect by the public they provide services to.
All Council employees have an equal responsibility to treat each other and members 
of the public with dignity and respect, and uphold the Policy. All managers and 
supervisors have a duty to implement and enforce this Policy in a fair and equitable 
way and to ensure that all employees for whom they are responsible understand and 
follow it. Complaints of harassment/bullying will be taken seriously and as far as 
possible managed speedily and confidentially. Every effort will be made to resolve 
issues informally, using mediation processes as appropriate and where this is not 
possible the complaint will be dealt with under the formal provisions of the Grievance 
Procedure. The Council will take active steps to reduce the potential for on-going 
conflict between the parties during and following an investigation. Both parties are 
entitled to be represented by a representative of their choice and will be provided 
with support and advice that is appropriate to the circumstances.

The Council will thoroughly investigate any allegations of harassment and/or 
bullying. There will be no reprisals or sanctions imposed for making a 
harassment/bullying complaint except where there is reasonable belief that the 



complaint is frivolous, vexatious or that a complainant has acted maliciously then the 
Council may take disciplinary action against the complainant.

General harassment such as bullying is not currently covered by statute but the 
Council may be liable for failure to deal effectively with such behaviour. Liability may 
arise from the duty at common law to provide a safe place of work and to maintain 
mutual trust and confidence or by virtue of a claim for constructive dismissal in the 
context of inadequate protection from the employer.

The Council recognises the right of employees to lodge a complaint via the 
provisions of the Sex Discrimination Act 1975, the Race Relations Act 1976, the 
Disability Discrimination Act 1995, the Human Rights Act 1999 or other relevant 
statute or Code of Practice. The Equality Act 2010 has consolidated and streamlined 
current anti-discrimination legislation, including the Acts listed above.

3. DEFINITIONS

3.1 Harassment
In general terms harassment can be defined as unwanted attention or behaviour that 
a person finds intimidating, upsetting, embarrassing, humiliating or offensive. It is not 
the intention of the perpetrator that is key in establishing whether harassment has 
occurred but it is the deed itself and the impact on the employee.

3.2 Bullying
Workplace bullying can be defined as offensive, intimidating, malicious, insulting or
humiliating behaviour, abuse of power or authority that attempts to undermine an
individual or a group of employees. It can occur at any level and within any 
relationship and is not confined to management or supervision. Employees may be 
bullied by colleagues as well as by managers or supervisors and groups of 
employees may bully individuals.

3.3 Discrimination
The Equality Act 2010 defines direct discrimination as less favourable treatment due 
to a protected characteristic. The protected characteristics under this Act are:-

• Age
• Disability
• Gender reassignment
• Marriage and civil partnership
• Pregnancy and maternity
• Race
• Religion or belief
• Gender
• Sexual orientation 

Indirect discrimination against individuals because they have a relevant protected



characteristic is also covered, with the exception of pregnancy and maternity.

3.4 Victimisation
 This means treating someone less favourably than others because he or she, in 
good faith, complained (whether formally or informally) that someone has been 
bullying or harassing them or someone else, or has supported someone to make a 
complaint or  given evidence in relation to a complaint. This could include isolating 
someone because he or she has made a complaint, or giving them more difficult or 
onerous tasks.

4. GROUNDS
Sexual and racial harassment are significant problems but are only two examples of
harassment and intimidating behaviour. People can be subject to a wide range of 
such behaviours that are themselves based on an equally diverse set of stereotypes,
preconceptions and prejudices including;

• Race, ethnic origin, and skin colour
• Gender or sexual orientation, or gender re-assignment
• Willingness to challenge harassment (leading to victimisation)
• Membership or non-membership of a trade union
• Disabilities, sensory impairment, or learning difficulties
• Status as an ex offender
• Age
• AIDS/HIV status
• Health
• Physical characteristics
• Political, religious, or other beliefs

5. TYPES OF HARASSMENT
Harassment can range from extremes including violence to less obvious forms such 
as ignoring someone. However the behaviour is manifested it is likely to be 
unwarranted, unwelcome and unpleasant and may include;

• Unnecessary physical contact, leering or obscene gesturing
• Jokes, crude language, gossip, slander, sectarian songs, offensive mail or e-
mail
• Posters, graffiti, flags, bunting and emblems
• Isolation, non co-operation and exclusion from social activities
• Intrusion by pestering, spying or stalking
• Pressure to participate in political or religious groups
• Coercion for sexual favours

6. TYPES OF BULLYING
Bullying may manifest itself in a variety of different ways and is often persistent and
unpredictable. It occurs essentially when a person or persons use their strength or 
power to coerce, persecute or oppress others by fear, force or threat. It can occur 



between colleagues, managers and subordinates and by one group to an individual 
member of staff.

Bullying is a gradual wearing down process that makes people feel demeaned and
inadequate and may be difficult to detect and/or confront. Types of bullying may 
include; 

• Persistent unfair criticism
• Setting objectives with unreasonable targets/timelines, either by managers 
or elected members
• Ignoring or excluding an individual by use of a third party
• Withholding information that should properly be shared
• Removing areas of responsibility unreasonably, and/or allocating menial 
tasks
• Undervaluing effort, taking credit for another’s ideas, spreading malicious 
rumours
• Blocking leave/training applications

7. RESPONSIBILITIES OF MANAGERS AND SUPERVISORS
Managers and supervisors have a key role in ensuring standards of conduct within 
their area of responsibility including:

• To treat their team with dignity and respect, be tolerant of and sensitive to 
the views of others who may have different beliefs, experiences or values, 
and model appropriate behaviour to their teams
• To deal with any unacceptable behaviour within the team, such as 
inappropriate comments or displaying potentially offensive material, whether 
or not a complaint has been made
• To reasonably prevent bullying and harassment, and protect and support
employees
• To deal with informal complaints in a confidential manner in accordance with 
the procedure set out in this document
• To ensure that victimisation does not occur towards any individual who has 
made a complaint
• To advise all new employees of their right to work in an atmosphere free of
harassment
• To make employees aware of their responsibilities and of the correct 
procedure to follow if they have a complaint.

In some instances, legitimate management actions may be perceived wrongly as 
bullying; for example seeking performance improvements or seeking to change office 
accommodation or working practices or patterns to improve efficiency. Managers 
have a responsibility to ensure that employees perform their duties to an acceptable 
standard. The legitimate management of performance should not be mistaken for 
bullying or harassment provided that people are managed fairly, given clear and 
reasonable objectives and support to achieve them, and are treated with dignity and 
respect.



8. RESPONSIBILITIES OF EMPLOYEES
All employees are responsible for:

• Treating colleagues with dignity and respect and being tolerant of and 
sensitive to the views of others who may have different beliefs, experiences or 
values
• Maintaining a working environment free from bullying or harassment for the 
benefit of everyone
• Being supportive to others who may be experiencing bullying or harassment
• Making it clear to others when you find their behaviour unacceptable, unless 
it should be obvious in advance that this should be the case
• Co-operating with any investigation into bullying or harassment 

9. PROCEDURES FOR DEALING WITH COMPLAINTS – INFORMAL PROCESS
The Council encourages employees to try to resolve issues informally, as experience 
shows that many issues can be resolved at this stage. Attempts to resolve issues 
informally do not prevent the matter being raised through the formal procedure at a 
later date.

The informal process can have advantages including:
• Clearing up misunderstandings before a problem becomes more difficult to 
resolve
• Giving the other party concerned an opportunity to explain their perspective 
on the issue
• Allowing both parties space to reflect and agree a way forward
• Providing a speedy and effective resolution
• Positive benefits to the working relationship
• Keeping the matter confidential between the parties concerned
• Reducing the level and length of disruption to working relationships

Wherever possible employees who believe they are victims of harassment and/or 
bullying should as a first step bring their concerns to the attention of the person they 
believe to be responsible for the unwanted behaviour and ask that it must cease 
immediately. Where employees do not feel able to confront the person they believe 
to be harassing and/or bullying them or where the person has been confronted and 
no improvement in behaviour has resulted they may consult with their trade union 
representative and/or bring the matter to their line manager or supervisor.  In the 
case of the concern being about the conduct of the line manager or supervisor the 
matter is to be raised with the Deputy Clerk/Clerk as appropriate.  

The initial responsibility of the manager or supervisor is to advise employees who
consult them. Advice in this context includes:

• Helping the person to clarify whether the behaviour perceived as offensive 
did constitute harassment and/or bullying and to attempt to identify any 
complaints which may be of a frivolous or vindictive nature



• Advising the complainant to take note of the date, time, place, details and 
witnesses of the alleged harassment and/or bullying
• Exploring possible strategies by which the person might resolve the difficulty 
with or without recourse to intervention
• Advising complainants of their rights under internal procedures and/or 
relevant anti-discrimination legislation
• Providing on-going support and advice, when requested, to persons who 
decide not to proceed with a complaint.

The manager or supervisor will ensure complete confidentiality.

When requested, the Deputy Clerk or Clerk as appropriate, will provide support and 
advice to the manager/supervisors.

10. CONCILIATION AND MEDIATION
In the event that a person, after consultation with the manager or supervisor, wishes 
to proceed with a complaint and requests intervention, the manager or supervisor will 
inform, in confidence, the person or persons against whom the complaint is being
made, of the nature of the complaint, and offer conciliation, the object of which is to 
ensure the following:

• That there is sufficient opportunity for an early apology to be given;
• No recurrence of the behaviour which gave rise to the complaint;
• An agreement between the parties on standards of behaviour;
• No reprisals, against the complainant for making the complaint;
• In the event of the complainant suffering disadvantage as a consequence of 
resisting the harassment, the situation will be redressed as far as possible to 
the satisfaction of the complainant.

In certain cases it may be decided to commission an independent mediator to 
resolve the issues and/or conflict between the parties at any time during the process.

11. FORMAL PROCESS
Where a complaint is not settled by conciliation or mediation at an informal level or 
the nature of the complaint is so serious that it needs to be dealt with formally, then it 
will be dealt with under the formal stages of the Grievance Procedure.

12. UNSUBSTANTIATED COMPLAINTS
Where it is found after formal investigation that a complaint is unsubstantiated, the 
reasons for the finding will be explained to both parties. If the complainant continues 
to be aggrieved they may pursue the matter through the provisions of the appropriate 
legislation or other relevant statute. In cases where a complaint is found to be 
frivolous and/or vindictive, action may be taken against the complainant under the 
terms of the Council’s Disciplinary Procedure.



13. EXTERNAL COMPLAINTS
Complaints from members of the public regarding alleged harassment/bullying will 
be investigated in the first instance by the appropriate manager.  If after investigation 
it is found that there are reasonable grounds for complaint the matter will be dealt 
with under the terms of the Council’s Disciplinary Procedure and/or Complaints 
Procedure as appropriate.

14. COUNCILLORS
For the purposes of this policy councillors who are concerned about the behaviour of 
another councillor, member of the public or an employee are advised to follow the 
same procedure as above.  In the case of a councillor they are advised to report to 
the Chairman of Council for councillor and member of the public related concerns or 
the Clerk in relation to concerns about the actions of an employee
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