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Dignity at Work Policy

To be read with:

· Performance and Conduct Policy

· Zero Tolerance Policy
· Raising Concerns At Work Policy
· Grievance Policy
· Equal Opportunities
· Patient Complaints Policy
“The Trust incorporates and supports the human rights of an individual as set out in the European Convention on Human Rights and the Human Rights Act 1998”
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1 Introduction 

1.1. NHS Brent is committed to creating a working environment that promotes Dignity at Work. The PCT expects that their staff can carry out their work free from the fear of harassment, bullying or victimisation. 

1.2. Whilst it is not the wish of NHS Brent to disclose information that a member of staff makes in confidence to any of the named contacts in this procedure, if the PCT feels that the information provided is so serious it warrants a further investigation the PCT will investigate as part of its duty of care to staff. If this is the case, the person making the allegation will be advised of this. 

1.3. Disciplinary action may be taken against any member of staff whose behaviour constitutes harassment or bullying and may lead to formal action being taken against the harasser up to and including dismissal. 

1.4. This policy is intended to complement other relevant NHS Brent policies in particular those relating to Equal Opportunities and Patient Complaint procedures.

2 Purpose 
2.1. The aim of this policy is to ensure that staff are treated with dignity, respect and courtesy at all times. NHS Brent will ensure that procedures are in place to promote dignity at work for all staff, to eliminate any harassment and bullying which may occur in the workplace and to prevent its recurrence. This policy promotes awareness amongst staff about what is acceptable behaviour between colleagues and to provide staff, who are targets of harassment and / or bullying with a means of support and redress. 
2.2. Harassment and Bullying undermines the dignity of staff at work.  If a member of staff is harassed their work, their health and their well being suffers. Those who are harassed, victimised or bullied at work often feel reluctant to complain.  This policy also clearly identifies a system whereby anyone who feels they are being harassed can seek help and support from NHS Brent.
The intention is to:
· inform employees, clients and visitors of the expected conduct of all persons to foster mutual consideration, dignity and respect and the type of behaviour that constitutes harassment and bullying;

· clarify the roles and responsibilities of the PCT Board, staff managers, clients and departments within the PCT in both preventing and dealing with cases of harassment;

· provide employees, clients and visitors who are the targets of harassment and bullying with a means of support and redress

3 Scope

3.1. This policy will apply equally to all levels and grades of staff, temporary employees and agency staff. All staff have the duty and responsibility to be aware of how their behaviour and actions can affect other members of staff.  If a member of staff feels a patient, client or service user is harassing them, they must follow the procedures outlined by the Raising Concern at Work Policy. 

3.2. A claim for bullying and harassment should not be made in cases where an individual is being reasonably managed on the grounds of capability, in accordance with PCT policy and procedure.

4 Definitions

4.1. For the purposes of the policy, harassment is defined as unwanted conduct affecting the dignity of men and / or women in the workplace.  It may be related to race, colour, creed, nationality, age, social background, ethnic or national origin, gender, HIV status, marital status, sexual orientation, disability, religion, belief, Trade Union membership/ non-membership or any personal characteristic of the individual, and may be persistent or an isolated incident.  Harassment is further defined as where the actions or comments are viewed as demeaning and unacceptable to the recipient. 

4.2. Harassment may be deliberate and conscious, but also unintentional and it is possible that someone may not be aware that their behaviour is offensive to others. Harassment can also come in subtle guises which can be equally oppressive. This can range from extreme behaviour such as physical violence to more subtle behaviour e.g. withholding information and thereby preventing an employee from being able to perform in their role.

4.3. Bullying is persistent, offensive, abusive, intimidating, malicious or insulting behaviour that attempts to undermine an individual or groups of people. A bully may use strength or power of position to coerce others by fear. As a result the recipient may suffer distress, feel threatened, humiliated, vulnerable and suffer a detrimental effect on their work. 

4.4. NHS Brent will not permit harassment or bullying of any form. 
Bullying may take the form of: 

· Setting unreasonable and impossible workloads and deadlines for a member of staff.

· Deliberately withholding work related information to restrict and influence a colleague’s performance.

· Purposely talking directly to a third party in order to isolate and exclude another.

· Criticising a person’s work beyond what can be seen as good management practice.

· Offensive e-mails.

· Threats, shouting or derisory remarks

· Refusing leave or training applications without justifiable reason

Sexual harassment may take the form of:

· Physical assault.

· Unnecessary touching, patting, pinching or brushing against an employee’s body.

· Demands for sexual favours, propositions or pressure for sexual activity.

· Continued unwelcome suggestions for social activity outside the workplace.

· Leering, rude gestures, whistling, catcalls.

· Sexually provocative pin-ups or other visual material, including electronic material.

· Unwanted personal comments about appearance, body size, clothes etc.

· Suggestive remarks or verbal abuse.

Racial harassment may take the form of:

· Racists ‘jokes’.

· Racial abuse or stereotyping.

· Racist graffiti, other visual material including electronic email.

· Behaviour that ridicules or denigrates a colleague because of his or her race or religion
Harassment on the grounds of someone’s sexuality:

· Jokes regarding someone’s sexuality

· Stereotyping someone’s sexuality.

· Offensive graffiti, other visual material including electronic email.

· Behaviour that ridicules or denigrates a colleague because of his or her sexual orientation.

· Behaviour that ridicules or denigrates a colleague because of his or her perceived sexual orientation or status.

Disability harassment may take the form of:
· Denigrating jokes about people with disabilities.

· The abuse or stereotyping of people with disabilities.

· Graffiti, other visual material including electronic emails that denigrate and/or ridicules a person with a disability.

· Ignoring a person with a disability or making mistaken assumptions about their capabilities.

· Instances when a person’s disability becomes more of the focus than their professional ability.

· Inappropriate remarks about a person’s appearance.

The above lists are not exhaustive.

5 Duties and Responsibilities
5.1. Responsibilities of PCT Board

· To promote an organisational culture where dignity at work is promoted and bullying and harassment is not tolerated.

5.2. Responsibilities of the PCT Executive
· To receive and act on reports of harassment and bullying and to ensure that any organisational factors which contribute to harassment and bullying are actively addressed.

5.3. Managers’ responsibilities

· All managers have a joint responsibility to eliminate harassment and bullying in the workplace on the grounds of race, creed, nationality, age, social background, ethnic or national origin, gender, HIV status, marital status, sexual orientation, disability or Trade Union membership or non-membership and are required to co-operate with measures introduced by the PCT to combat this.

· Managers have the responsibility of dealing with bullying and harassment issues within their teams and are personally responsible for preventing unacceptable behaviour by themselves that could be construed as harassment.

· Managers and Team Leaders are responsible for ensuring that their staff are aware of this policy and that they know how to access advice (see support for staff, section 6 below).  They are also responsible for ensuring that their working environment promotes Dignity at Work.   

· Line managers and team leaders must ensure that their staff perform well.  Reasonable, justifiable and constructive criticism of a member of staff’s performance, within the boundaries set out by this policy, does not constitute harassment or bullying.

· To be familiar with the policy and procedure for making a complaint.

· To inform employees on their rights and responsibilities under the policy.


· To ensure clients are aware of their rights and responsibilities and that publicity and other information is available.

· To act on reports of harassment or bullying.

· To invoke the NHS Brent Performance and Conduct Policy as appropriate.

· To ensure complaints made under the terms of the policy are dealt with in a consistent manner.

· To ensure that individuals who complain about harassment or bullying receive full support, before, during and after complaints are investigated.

· To deal with complaints of harassment or bullying in a sensitive and confidential way.

· To liaise with and obtain support from the Department of Human Resources when dealing with complaints of Harassment and/or Bullying

· To ensure staff and clients know what is expected of them including the standards of the organisation relating to harassment and/or bullying.

· To promote the use of non-sexist and non-racist language and behaviour.

· To guard against the abuse of power, authority and trust.

· To ensure that offensive material which conflicts with the policy is not displayed in work areas.

· If a complaint of harassment or bullying is upheld and the harasser remains in the employment of the PCT, to monitor the situation and ensure that harassment or bullying has stopped and that there has been no victimisation.  Failure to do so may render the PCT liable in law for any subsequent acts of harassment or bullying associated with an individual's race or sex.

5.4.  Staff responsibilities 

· All staff have the responsibility to create and contribute to a climate at work that is free from harassment. They are required to inform an appropriate person if they experience or observe behaviour that could constitute bullying or harassment and participate in an investigation, using the form in Appendix 1.
· All staff are personally responsible for preventing unacceptable behaviour by themselves that could be construed as harassment or bullying.
· To be familiar with the policy and procedure for making a complaint.

· In cases of personal harassment or bullying, if they feel able, either individually or with support ask the harasser to stop and make it clear their behaviour is unwelcome 

· To encourage colleagues who are the targets of harassment or bullying to speak to the harasser informally to notify them that the behaviour is unwelcome and to keep documentation of offences.
· To behave responsibly whilst on PCT business by not harassing or bullying others on the grounds of their race, colour, creed, nationality, age, social background, ethnic or national origin, gender, HIV status, marital status, sexual orientation, disability, religion, belief or Trade Union membership/ non-membership.

· To co-operate with measures introduced by the PCT to combat harassment or bullying, e.g. to take part in any training or awareness events

· To treat as confidential information associated with an investigation into a possible contravention of the Policy.

5.5. Responsibilities of the Occupational Health Service
· To be familiar with the policy and procedure for making a complaint.

· To provide a confidential advice and counselling service to staff who are the targets of harassment or bullying including the provision of support at any stage of the management enquiry into a complaint.

· To ensure that individuals who complain about harassment or bullying receive full support before, during and after the complaints are investigated. 

· To co-operate with measures introduced by the PCT to combat harassment or bullying.

· To be personally responsible for preventing behaviour by themselves and others that could be construed as harassment or bullying.

· To facilitate targets of harassment or bullying reporting their complaint to management, if they so wish.

· To provide the Human Resources Department with numerical information on the number and type of informal harassment or bullying cases dealt with by the Occupational Health Department.

5.6. Responsibilities of the Human Resources Department
· To be familiar with the policy and procedure for making a complaint.

· To advise managers and staff on their rights and responsibilities under the policy.

· To help inform the workforce of the policy.

· To advise managers on the suitability of the use of the performance and conduct policy.

· To provide new recruits with information on the Policy.
· To facilitate targets of harassment or bullying reporting their complaint to management, if they so wish.

· To provide the PCT Joint Management and Trade Unions Committee with six monthly reports on the effectiveness of the policy.

· To co-operate in and lead measures introduced by the PCT to combat harassment or bullying.

· To be personally responsible for preventing behaviour by themselves and others that could be construed as harassment or bullying.


· To promote the use of non-sexist and non-racist language and behaviour. 

· To deal with complaints of harassment or bullying in a sensitive and confidential way.

5.7. Responsibilities of Trade Union / Professional Organisations
· To be familiar with the policy and procedure for making a complaint.

· To help inform the workforce of the policy.

· To advise members on their rights and responsibilities under the policy.

· To be personally responsible for preventing behaviour by themselves and others that could be construed as harassment or bullying.

· To promote the use of non-sexist and non-racist language and behaviour.

· To ensure that individuals who complain about harassment or bullying receive full support before, during and after the complaints are investigated. 

· To encourage colleagues who are the targets of harassment or bullying to notify the harasser of unwelcome behaviour informally and to keep documentation of offences.

· To facilitate targets of harassment or bullying reporting incidents to management, if they so wish.

5.8. Responsibilities of Learning & Development
· To be familiar with the policy and procedure for making a complaint.

· To organise training and support for advisors / mediators.

· To ensure that the issue of harassment or bullying is dealt with at the PCT Induction Training Programme and refresher training.
· To ensure that the issue of harassment or bullying is incorporated into management development initiatives including alerting them to behaviour which may be construed as harassment or bullying and training them to deal with complaints of harassment.

· To promote the use of non-sexist and non-racist language and behaviour. 

· To be personally responsible for preventing behaviour by themselves and others that could be construed as harassment or bullying.
6 Confidential Advice and Support 

6.1. Not all staff who are bullied and / or harassed want to make a complaint; they often just want the behaviour to stop. Any member of staff that believes they are being harassed has the right to take steps to stop the harassment.

6.2. Any employee, client, or visitor who feels that they are being harassed may wish to seek confidential advice, guidance or support from the PCT.  It is the aim of this policy that such issues are dealt with quickly, sensitively and appropriately and wherever possible this should be without recourse to the formal process.  The PCT recognises the need for a variety of mechanisms to assist in resolving these issues satisfactorily.

6.3. Employees should normally approach their line manager in the first instance to discuss the issue.

6.4. If you feel that you are being harassed or are subject to an allegation of harassment you can access support and advice from the following different sources:-

· Line Managers

· Human Resources

· Trade Unions 

· Occupational Health

6.5. A client or visitor may wish to raise their concerns with the PCT’s Patient Services Manager who will be able to advise them of their rights.

6.6. Information gathered as part of any action under the policy should be treated as confidential by all parties involved, unless information concerns an illegal act or may have a serious impact on the health & safety or welfare of another or a conflict with service/operation needs.  Confidential information will be treated in line with Caldicott Principles.
7 Procedure

7.1. This section of the policy acts as a guide for staff who feel they have been a victim of bullying or harassment.

7.2. All staff have the right to be represented by their Trade Union representative or a work colleague employed by the PCT at any formal meetings held within this procedure.

7.3. It is good practice that the staff member informs their line manager that they intend to invoke Stage 1 of this procedure (Appendix 1). Before doing so, the member of staff may seek advice and support from an appropriate source (see Item 6).

7.4. It is generally expected that claims of harassment will follow Stage 1 of this policy in the first instance. In exceptional cases where the behaviour is so severe or has been openly witnessed, it is likely to be most appropriate for the line manager to commence an investigation under the Performance and Conduct Policy, which may include dismissal, in circumstances where an allegation of harassment has been substantiated.  
7.5. The Informal Procedure – Stage 1
7.5.1
The member of staff should try if they can to speak to the alleged harasser themselves and explain that they find the behaviour offensive and unacceptable. They should outline the conduct, the time and the place where the incident occurred and state that they wish this behaviour to stop. 

7.5.2
If the staff member does not want to speak to the alleged harasser themselves, they can approach their line manager to discuss their concerns, try and resolve this issue informally and agree the best way to deal with the situation. They may also seek support from the Human Resources Department, an appropriate colleague, the Occupational Health Department or a Trade Union Representative. 
7.5.3
As part of this process the line manager may wish to speak with the alleged harasser, or meet with the alleged harasser and complainant to provide support, identify the specific concern, ask them to stop and to make it clear that the behaviour is unwelcome.  Often when the alleged harasser is made aware of their behaviour it ceases. 

7.5.4
Informal action may take the form of the line manager reminding the harasser of the standards of behaviour required and the possible consequences of failure to achieve those standards.  Other outcomes could include the individual being referred to the Occupational Health Department or receiving appropriate training and support. 

7.5.5
If the informal procedure has proved successful and the alleged harasser has seen how their behaviour can be offensive and unwelcome, they will be offered counselling, coaching or an appropriate alternative support mechanism in order to understand how their behaviour can be changed so as not to re-offend. They will also be offered appropriate training. 

7.5.6
If the Informal Procedure has not ended the harassment, then the Formal Procedure can be followed. 

7.6. The Formal Procedure – Stage 2

7.6.1
Where informal methods for resolving harassment fail, or serious harassment occurs, employees are advised to make a formal complaint under Stage 2 of this procedure. 

7.6.2
A formal complaint must be put in writing up to one month after the incident or after informal attempts to resolve the issue, stating clearly: the name of the harasser; the details of the incident and the parties concerned, including date, times, places and details of any witnesses. 

7.6.3
The complaint must be submitted to the staff member’s direct manager. If the alleged harasser is the staff member’s manager it should be submitted to the manager’s manager.  Should the employee rather speak to someone else, perhaps someone of their own race or sex, the matter should be reported to a more senior manager or the Human Resources Directorate. 
7.6.4
Strictest confidentiality is maintained at all times.  At no point will the name of the complainant or the alleged harasser be divulged to any parties other than those who are essential to the investigation. 

7.6.5
An independent formal investigation will be carried out sensitively and with due respect for both parties. The investigation will be thorough and impartial. The investigation team will comprise of an appropriate Manager and a Human Resources representative, who will conduct independent interviews and identify any evidence that substantiates the allegation.  To maintain impartiality the investigating manager should not have been involved in dealing with the complaint at any stage. 

7.6.6
Both the complainant and the alleged harasser will have the opportunity to be accompanied by a trade union representative or work colleague as part of this process. The alleged harasser will be given the details of the incident and the opportunity to respond to any allegations. The alleged harasser will also have access to the same support networks as the complainant. 

7.6.7
All statements required as part of the investigation should normally be obtained by the investigating manager at interview. 
Where information is obtained verbally, employees can:
· be requested to sign and date the transcript as a true account

· have the opportunity to record any additional comments if they so wish

Where an investigation requires written statements to be requested, a date for receipt of these statements should be specified by the Investigating Manager.  All members of staff are expected to provide written statements as part of any investigation.

7.6.8
Witnesses also have the right of support from a recognised Trade Union Representative or a work colleague during formal interviews. Investigatory interviews are carried out in the strictest of confidence and any breach of that confidentiality may be followed by disciplinary action.

7.6.9
Depending on the circumstances, consideration should be given to separating the harasser from the complainant. In circumstances where the harasser and the complainant are to remain working in the same work area, working practices may need to be amended to minimise contact between the two employees. Appropriate support for both parties should be identified to facilitate continued working. 

7.6.10
In more serious cases, the harasser may be suspended with full pay, in line with the PCT’s Performance and Conduct Policy. However suspension is not a form of disciplinary action and may not be used or regarded as such.The manager’s decision will be made impartially and Human Resources will be consulted before a final decision is made with regard to the transfer or suspension of staff.  Any subsequent penalty issued will be coupled with action to ensure that an employee can continue working without embarrassment or anxiety. 

7.6.11
After the investigation, the panel will make one of the following recommendations. 

· To return to the Informal Procedure to resolve the issue (if it has not previously been explored). 
· To take appropriate action e.g. 

· Counselling to be offered to the harasser to encourage them to understand how their behaviour can be seen as offensive and unwelcome. 

· Training and education will also be offered. 

· Counselling to be offered to the complainant.

· Pursuing the matter in accordance with NHS Brent Performance and Conduct Policy, where formal action could be taken up to and including dismissal.  

· That no evidence of Bullying and Harassment has been found.

7.6.12 The complainant will be kept updated but the investigating officer and the manager will be mindful of the right to confidentiality of the alleged harasser.
8 Right of appeal

8.1. The right of appeal against any recommendations made by the panel can be made in accordance with the PCT’s Appeals Procedure.

9 Further guidance/training on the management of Bullying & Harassment

9.1. Further guidance on the application of this policy is available from the Human Resources Department. All managers who have responsibility for staff should attend the Bullying & Harassment training course run by the PCT. 

To further promote and support staff dignity at work the PCT is currently working towards the implementation of Dignity at Work Advisers.
10 Monitoring of the Policy

10.1. Levels of harassment and bullying within the PCT will be monitored on a quarterly basis via the workforce report to the EMT.  It will also be included in the regular workforce report to the Board.  This will include the type of harassment, the geographical location, the directorate, the grading of the staff involved and the ethnicity of the staff involved- subject to the need to preserve confidentiality.  
10.2. This policy will be reviewed annually to ensure that is remains in line with current employment law and NHS guidance. In addition to this, its effectiveness will be monitored against the audit tool in Appendix 7.

11 Dissemination and Implementation

11.1. The author of this policy is responsible for contacting the communications team who will upload the master copy onto the PCT intranet website, publicise it on the team brief, communication bulletin and intranet front page.

11.2. Managers are responsible for making paper copies available to all areas that do not have access to the PCT website.
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Appendix 1 – Notification Form: Claim of Bullying and Harassment
This form must be completed and sent to your immediate line manager or head of service.

	1.
Employee Details: 

A) Name: ______________________________________________________
B) Job: Title: ____________________________________________________
C) Directorate or department: _______________________________________
D) Work location: ________________________________________________
E) Occupation:    ________________________________________________



	2.
Claim Against:
A) Name: ____________________________________________________
D) Job Title:    ________________________________________________

B) Directorate or department: ______________________________________

C) Work location: _______________________________________________




	3. Details of Complaint:

(Please state details of claim: e.g. nature & details of harassment / bullying; dates, times, locations when harassment / bullying occurred, names of any relevant witnesses (please continue on a separate sheet if necessary))



Name: …………………………………………………………………………..
Signature: ………………………………………………………………………………………….
Date:…………………………………………

Appendix 2 – What to do if a COLLEAGUE tells you they are being harassed or bullied
· Listen to what they say and offer any support you can.

· Be aware that additional support may be useful and can be obtained in confidence from the PCT’s Occupational Health Department or a member of the Human Resources Department.

· If the individual seems reluctant to talk, depending on the circumstances, consider suggesting they speak to someone of their own race or sex.

· Suggest that they ask the harasser to stop their behaviour and to make it clear that it is unwelcome.  Suggest they explain the effect of the behaviour and depending on the circumstances they may report the matter.

· If a direct approach to the harasser is too difficult for the target consider making the approach on their behalf.  Tell the harasser their behaviour has been complained about, explain the effects of their behaviour and ask them to stop.  This step should only be taken with the target's agreement.

· Ask the target to keep details of incidents of harassment including:

· the name of the harasser / bully;

· the nature of the harassment or bullying;

· the dates, times and locations when harassment or bullying occurred;

· the names of witnesses to any incidents of harassment or bullying;

· any action already taken by the complainant to stop the harassment or bullying
· Ask the target to keep a note of any changes in the work they have been asked to do and any work problems they have experienced.  The purpose of this is to identify possible victimisation.  

· If informal measures do not seem to be effective then encourage the victim to make a formal complaint under the provisions of the Policy.

Appendix 3 – What to do if you feel YOU have been harassed or bullied
· Find someone who you feel confident in confiding in. This may be a trade union representative, occupational health worker or a manager in the PCT.

· You may wish to seek an informal resolution of the problem with the help of another colleague or friend

· Consider asking a manager, Trade Union representative or other representative to approach your harasser with you or on your behalf.

· You may wish to contact the Director of Human Resources directly, who will confidentially nominate someone with whom you can discuss your problem and seek support or arrange mediation.

· Keep details of incidents of harassment including:

· the name(s) of the harasser or bully;

· the nature of the harassment or bullying;

· the dates, times and locations when harassment or bullying occurred;

· the names of witnesses to any incidents of harassment or bullying;

· any action already taken by the complainant to stop the harassment or bullying.

· Keep a note of any changes in the work you have been asked to do and of any work problems you have experienced.  

· If informal measures, including mediation, do not prove effective you can make a formal complaint under the Harassment and Bullying Policy.  

· Don't forget the NHS Brent wants to eliminate harassment and bullying, and if you do not report an incident someone else may suffer as a consequence.

Appendix 4 - Equality Impact Assessment Tool

To be completed and attached to any procedural document when submitted to the appropriate committee for consideration and approval. 
	DOCUMENT AUTHOR: Fiona Worrell, Human Resources Manager
	DIRECTORATE: Human Resources Department

	NAME OF DOCUMENT/POLICY/STRATEGY/PROCEDURE

Dignity At Work Policy

	NEW                      

EXISTING √
ASSOCIATED POLICIES, STRATEGIES OR PROCEDURES 


	DATE 6/10/09
	


Aim/Status

	[a] What is the aim/purpose of the policy/strategy/procedure?

Inform staff, clients and visitors of the expected mutual conduct of all persons to foster mutual consideration, dignity and respect. This policy promotes awareness highlighting what is acceptable behaviour and the means of support and redress. 

	[b] Who is intended to benefit from this policy/strategy/procedure and in what way?

To provide Staff, clients and visitors in NHS Brent with clear policy, procedure and protocols for staff in NHS Brent to ensure procedures are in place to promote and uphold dignity at work and prevent its occurrence.  

	[c] How have they been involved in the development of this policy/strategy/procedure?

Policy consulted on with staff and the PCT Board.

	[d] How does it fit into the broader corporate aims?

The policy in intended to compliment other relevant PCT policies in particular those relating to Equal Opportunities. 

	[e] What outcomes are intended from this policy/strategy/procedure?

Improved quality of patient care promotion of equal opportunities.

	[f] What resource implications are linked to this policy/strategy/procedure?

None


Impacts

	[a] what is the likely impact [whether intended or unintended, positive or negative] of the 

    initiative on individual users or on the public at large?

There may be some unintended impact [mainly positive]

	[b] Is there likely to be differential impact on any group? If yes, please state if this impact 

     may be adverse and give further details [e.g. which specific groups are affected, in 

     what way, and why you believe this to be the case]

 The policy is to be adopted uniformly

	[i] Grounds of race, ethnicity, 

    colour, nationality or 

    national origin 
	Please tick box

 no
	 Please tick box

Adverse?         Please give 

                         further details 

	[ii] Grounds of sex or marital

     Status Women and Men
	no
	 Adverse?         Please give 

                    further details 

	[iii] Grounds of gender:

      Transgender or 

      Transsexual People
	 no 


	Adverse?         Please give 

                         further details 

	[iv] Grounds of religion or

      belief:

      Religious /faith or other 

      Groups with a recognised 

      belief system  
	no 

	 

Adverse?         Please give 

                         further details 

	[v]  Grounds of disability
	no            


	 Adverse?         Please give 

                         further details 

	[vi] Grounds of age:

      Older people, children

      and Young people                           
	no


	 Adverse?         Please give 

                         further details 

	[vii]   Grounds of sexual 

         orientation:

         Lesbian, gay, bisexual
	no               


	 Adverse?         Please give 

                         further details 

	[viii] Grounds of carers:

       Older relatives, children
	no                 


	Adverse?         Please give 

                         further details 

	[ix] Grounds of human rights

 
	no                 
	 Adverse?         Please give 

                        further details 

	Is the policy directly discriminatory?

     No  


	Is the policy indirectly discriminatory?

No
If you said yes, is this objectively justifiable or proportionate in meeting a legitimate aim

yes                             no 
	Is the policy intended to increase equality of opportunity by permitting positive action or action to redress disadvantage

No 

	If the policy is unlawfully discriminatory it must go to a full impact assessment (please 

Contact the Equality, Diversity & Human Rights Advisor – Human Resources Directorate)

	Persons conducting EqIA:
	Nolan Victory, Bridget Pratt and Kanta Kerai

	Signed: Nolan Victory
	Date: 06.11.09


Appendix 5 – Document Review Checklist

	
	Title of document being reviewed:

Dignity at Work Policy
	Yes/No/
Unsure
	Comments

	1.
	Title
	
	

	
	Is the title clear and unambiguous?
	Yes
	

	
	Is it clear whether the document is a guideline, policy, protocol or standard?
	Yes
	

	2.
	Rationale
	
	

	
	Are reasons for development of the document stated?
	Yes
	

	3.
	Development Process
	
	

	
	Is the method described in brief?
	Yes
	

	
	Are people involved in the development identified?
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Appendix 6 - Document Publication Flowchart

Draft Policy

↓

Policy agreed by JNCC

↓

Policy ratified by the Board

↓

Policy uploaded to the intranet

↓

Publicity of Policy

Send to Communications Department for Communication Bulletin and team brief / Policy discussed at meetings e.g. Senior Directorate Meetings

↓

Present at staff forums / meetings e.g. Senior Directorate Meetings

↓

Policy to be monitored through the use of key performance indicators

Appendix 7 – Audit tool

The following are five questions to assess your understanding and implementation of this policy.

Score yourself – Yes / No

Do you understand the definitions of bullying and harassment?
Yes / No

Do you understand your responsibilities as members of staff?
Yes / No

Do you understand your responsibilities as a manager?

Yes / No

Do you know where to find confidential advice and help?

Yes / No

Do you know what to do, if one of your colleagues tells you they 

are being harassed / bullied?





Yes / No
If you score yourself No for any of the questions, please re-read the relevant section of the policy. If you are still unclear, please contact the HR department for clarification.

A copy of this should be kept in your personal file and may be used as part of a continuous professional development folder.

Signed ……………………………………

Role ……………………………………

Date ………………………………………



























PAGE  
Version 3.0


Dignity at Work Policy (Brent)



Page 2 of 24

