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Summary

Tackling Bullying and Harassment at Work

All complaints of bullying/harassment must be addressed sensitively and speedily
and, where possible, should follow the informal route in the first instance.

Informal resolution procedure

.

Inform the alleged bully/harasser of the effect of
their behaviour to indicate it should stop

Situation is resolved

No further action [¢— YES

NO

v

Employee raises concern with immediate line manager or next
manager and meeting arranged within seven calendar days.

v

A mediated meeting is arranged if appropriate

No further action
although regular
review required

YES Situation is resolved

A

NO

v

Formal resolution procedure

v

Employee raises formal complaint with line manager or next
manager; manager arranges investigation using Grievance

v

Investigation takes

place. Subsequent
written report identifies:

No further
action

Further action

v

Training, mediation or invoke other
Trust policies eg disciplinary
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Data Protection Act 2018 (General Data Protection Regulation — GDPR) Legislation

The Trust has a duty under the DPA18 to ensure that there is a valid legal basis to process
personal and sensitive data. The legal basis for processing must be identified and
documented before the processing begins. In many cases we may need consent; this must
be explicit, informed and documented. We cannot rely on opt out, it must be opt in.

DPA18 is applicable to all staff; this includes those working as contractors and providers of
services.

For more information about your obligations under the DPA18 please see the Information
Use Framework Policy or contact the Information Governance Team rch-tr.infogov@nhs.net

Dignity at Work Policy V3.0
Page 6 of 27


mailto:rch-tr.infogov@nhs.net

1. Introduction

1.1. The Trust Board, together with trade unions and professional organisations, is
committed to providing a healthy working environment where all staff are treated with
respect and dignity and a culture in which bullying and harassment are unacceptable.

1.2. Allegations raised will be taken seriously, investigated promptly, sensitively and
fairly. There will be no victimisation against a staff member making a complaint under
the policy or against staff members who assist or support a colleague in making a
complaint.

1.3. Bullying and harassment may be treated as a disciplinary offence and, where
allegations are found, disciplinary action up to and including dismissal.

1.4. Disciplinary action may also be taken if a complaint is found to have been
submitted maliciously or in bad faith.

1.5. Managers and staff should read this policy carefully to ensure that they
maintain the standards required and understand the procedures to be adopted
when problems arise.

1.6. This version supersedes any previous versions of this document.

2. Purpose of this Policy/Procedure

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

2.2. The specific objectives of the policy are to:

= ensure all staff are aware of the types of behaviour which may constitute
harassment or bullying and their responsibilities for preventing such behaviour

= ensure all staff understand the behaviour that constitutes harassment or
bullying is unacceptable and that appropriate measures, including disciplinary
action, may be taken

= promote a culture in which individuals feel confident in bringing forward
complaints of harassment and bullying without fear of victimisation

= outline the options available for raising a concern about harassment or bullying

= ensure managers are aware of the processes to be followed once a complaint
is raised

= ensure all allegations of harassment or bullying are responded to quickly,
positively and in confidence.
2.3. The Trust is committed to:

» recognising and valuing the contribution of staff as individuals and team
members

» ensuring effective and open lines of communication
= treating everyone respectfully and fairly, regardless of professional discipline,
age, disability, race, colour, religion or belief, sex, transgender, sexual
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orientation, marital status or civil partnership, pregnancy or maternity, trade
union membership or non-membership

= zero tolerance to physical, emotional or verbal abuse, harassment or
victimisation of any of its staff for any reason whether from colleagues,
patients/clients and/or their relatives/visitors

= supporting staff in balancing work and home commitments.

3. Scope

The principles of this document apply to all staff and individuals working within the
Trust including medical and dental staff, Kernowflex workers, agency workers,
locums, volunteers, contractors and staff from other organisations working on
Trust premises.

4. Definitions / Glossary

4.1. In all cases of harassment, bullying or victimisation, it will be for the recipient
or claimant to define what constitutes inappropriate behaviour. The defining
principle is whether the behaviour is unacceptable by reasonable normal
standards of behaviour and is disadvantageous or unwelcome to the
person/people subjected to it.

4.2. The Advisory, Conciliation and Arbitration Service (ACAS) offer some
definitions for clarification.

= Harassment — in general terms, is unwanted conduct affecting the dignity
of men and women 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 key is that the actions or comments are viewed as demeaning
and unacceptable to the recipient.

= Workplace 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 at
work involves repeated negative actions and practices that are directed at one
or more workers. The behaviours are unwelcome to the recipient and
undertaken in circumstances where recipients have difficulty in defending
themselves. The behaviours may be carried out as a deliberate act or
unconsciously.

= Victimisation — is where a person is treated less favourably than others
because they have either given evidence or brought a complaint of bullying,
harassment or discrimination. Victimisation is unlawful and will not be tolerated.

= Trust values and behaviours — a framework (available from the Chief
Executive/Corporate Services folder on the Trust’s document library)
http://doclibrary-rcht-
intranet.cornwall.nhs.uk/DocumentsLibrary/RoyalCornwallHospitalsTrust/
ChiefExecutive/CorporateServices/ValuesAndBehavioursFramework.pdf

which sets out how individuals should work together and communicate with
each other as well as how patients should be cared for:
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4.3. Examples of bullying and harassing behaviour

4.3.1. Bullying and harassment behaviours are not necessarily face-to-
face. They may be by written communications, electronic (e) mail and by
telephone including mobile texts and on-line social networking sites.

4.3.2. Harassment may be intentional or unintentional and may involve
action/behaviour/verbal/non-verbal conflict or physical conflict which is found
objectionable or causes offence.

4.3.3. Some further examples of unacceptable behaviour are given in
Appendix 3.

4.4. Fair but firm management or bullying and harassment?

4.4.1. The differences between a manager who is firm but fair and a
manager who is is bullying and harassing staff are often difficult to define. A
framework which illustrates the distinctions between the two styles is given
in Appendix 4.

4.4.2. As part of the everyday management process managers are
required to provide staff with feedback concerning their performance, eg
conduct, punctuality, etc. If any of these areas have been unsatisfactory the
feedback may be critical of the worker concerned. If criticism is delivered in
a constructive way it can be beneficial to the member of staff providing them
with the opportunity to reflect on their behaviour and make any necessary
improvements. Destructive criticism, on the other hand, can have a
detrimental effect.

4.4 3. Constructive criticism will focus on:

= actions and behaviour; focusing on what the staff member has done or not
done

= facts; with specific examples of behaviour that has been inappropriate and
an explanation of why it was not appropriate

= future improvement; for example, requiring the staff member to do
something differently or make changes.
4.4.4. Destructive criticism may involve:
= aggressive behaviour; such as shouting/yelling
= personal insults or put downs
= allocating blame rather than responsibility.

5. Ownership and Responsibilities

5.1. Role of Chief Executive
Overall responsibility for the policy lies with the Chief Executive.

5.2. Role of directors, senior clinical and non-clinical managers

5.2.1.  All directors and senior staff have a responsibility to ensure that they
set the standards that other staff should apply. Their role model behaviour,
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which should demonstrate the Trust values and behaviours, is critically
important.

5.2.2.

It is the responsibility of all managers and clinicians to be aware of

any harassment, bullying or victimisation within his/her department, to
discourage it and seek to prevent it from taking place by:

outlining and ensuring staff understand what behaviour constitutes
harassment and bullying and that such behaviour is unacceptable

making it clear that harassment, bullying or victimisation will be treated as
a disciplinary matter

ensuring staff and individuals who work at the Trust are protected from
abuse and treated with dignity and respect

publicly promoting this policy

ensuring potentially offensive material is not displayed or circulated in the
workplace

ensuring they understand the procedures to be adopted when concerns
are raised. Further support can be obtained from HR practitioners

taking prompt action to stop any form of harassment, bullying or
victimisation as soon as it is identified

where offensive behaviour or comments/discussions are taking place,
bringing this to the attention of the individual concerned, advising them to
stop immediately

being supportive of individuals who state that they have been harassed,
bullied or victimised and taking full account of their feelings and perception
of the situation

ensuring they fully understand this policy and are able to offer advice on
the procedural guidance when required to do so

maintaining confidentiality relating to all aspects of cases of harassment,
bullying or victimisation at all times and not mention or discuss the case
with any person not involved in the resolution/investigation.

5.3. Role of individual staff

All Trust members of staff and Kernowflex workers, agency workers, locums,
volunteers, contractors and staff from other organisations working on Trust
premises:

have a personal responsibility for their own behaviour and to set a positive
example by treating others with respect at all times and ensuring that they
comply with this policy and the Trust values and behaviours

must ensure that they do not harass, bully, victimise or contribute to the
harassment of a colleague or colleagues, or condone harassment of a
colleague or colleagues, or condone harassment, bullying or victimisation
by others

found to be responsible for inciting, perpetrating or condoning harassment,
bullying or victimisation may face disciplinary action up to and including
dismissal
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found to be responsible for harassment can also be held personally liable
and may be deemed to have committed a criminal act and be liable for
prosecution

who feel that they have been harassed, bullied or victimised should, in the
first instance (and only if he/she feels able), tell the alleged harasser or
bully that their behaviour is not welcome and ask that it stops

are encouraged to report any cases of harassment, bullying or victimisation
they witness. In the first instance, this should be to their line manager or,
should this be inappropriate, to the HR practitioner for their Care
Group/department and/or relevant local Staff-Side representative

are expected to provide sympathetic support to a colleague who
experiences harassment, bullying or victimisation in the workplace.

5.4. Role of HR practitioners

The People and Organisational Development Department, through the HR
practitioners, has a responsibility to ensure that this policy and guidance is
followed fairly and consistently. Duties will involve:

advising managers on the application of the policy

advising managers and staff where individuals feel that they are being
harassed, bullied or victimised in the course of their employment

ensuring the effective implementation of this policy.

5.5. Trade union/professional body support

Employees of the Trust who are members of a recognised trade union may wish
to contact their local steward or representative to obtain assistance and guidance
in the application of this policy. Trade union/professional body support may
include:

advising members on the application of the policy

communicating on behalf of their members with service managers,
members of the Employee Relations team, Occupational Health
professionals

accompanying their members to meetings
helping to ensure the effective and fair implementation of this policy

supporting the education and training of managers and staff in the
application and requirements set out in this policy

seeking further support and guidance on behalf of their members from the
relevant full-time trade union official.

6. Standards and Practice

Please see the Tackling Bullying and Harassment at Work flowchart on page 2.

Dignity at Work Policy V3.0
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6.1. Procedure for handling allegations of harassment, workplace
bullying or victimisation

6.1.1. Any actions, which can be described or construed as harassment,
workplace bullying or victimisation, will be thoroughly investigated and may
be treated as a disciplinary matter by the Trust. All complaints must be taken
seriously, in a non-judgmental manner, and dealt with promptly in line with
the procedural guidance.

6.1.2. The Trust will not tolerate victimisation as a result of reporting
incidents of harassment and bullying. If a member of staff feels that they are
being victimised then every possible support will be given. All matters will
be treated in the strictest confidence to ensure the dignity of the person(s)
concerned.

6.1.3. Workers found to be responsible for harassment can also be held
personally liable and may be deemed to have committed a criminal act and
be liable for prosecution.

6.2. Options for informal resolution

6.2.1. Even with promoting a culture of civility and dignity within the Trust
there may be the rare occasion where a situation occurs resulting in upset
through another member of staff’s inappropriate behaviour.

6.2.2. If you believe that the behaviour of a member of staff is
unacceptable and outside the standards set out in Section 2 above, you
should consider the following options:

= objecting to the behaviour (either verbally or in writing) by stating directly
to the person concerned that you find their behaviour to be unwelcome and
upsetting and that it should stop

= asking a friend or colleague to accompany you to talk to the person
concerned if you cannot face him/her on their own

= seeking advice from your line manager
= talking to your Care Group/departmental HR practitioner

= seeking advice from a trade union/professional body representative
who is trained and experienced in all aspects of the informal and formal
options

= making a self-referral to the Occupational Health Department and/or
Staff Counselling Service.

6.2.3. If you feel unable to talk about the situation you should make notes,
including dates and details of incidents, which will help you recall events clearly
at a later date.

6.3. Staff support

Being involved in dealing with harassment, bullying and victimisation can be
difficult for all parties concerned. It is important that all parties are offered
support including the staff member accused of the inappropriate behaviour.
This could include the support of a colleague, trade union/professional body
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representative, Occupational Health or members of the wider People and OD
directorate, including the Equality, Inclusion and HR Lead in relation to
discrimination.

6.4. Internal and external support agencies

6.4.1. Anyone who considers that they have been harassed, bullied or
victimised may wish to contact the Trust’s Staff Support and Counselling
Service who will provide or arrange for counselling or support should this
be helpful.

6.4.2. The contact details for the Occupational Health Department, Staff
Support and Counselling Service, together with the details of other internal
and external support agencies, are given in Appendix 5.

6.5. Informal resolution procedure

6.5.1. Ifyou decide to take the matter further, you may feel able to discuss
the issue directly with the person who has caused you concern by giving
examples and explaining why their behaviour has been unacceptable; and
that you would like it to stop. Alternatively, you may prefer to write to the
person (keeping a dated copy of the letter) or ask a colleague or trade union
representative to speak to the individual causing concern.

6.5.2. This may often be sufficient to prevent further upset, harassment,
bullying or victimisation, particularly if the other member of staff is unaware
that they have been causing offence by their actions.

6.5.3. This action should be taken as soon as the incident or episodes of
incidents become apparent. Any information or action taken to prevent
further harassment, bullying or victimisation should be recorded with a note
of the date and what was said by all of those involved in case this is needed
as evidence should the harassment, bullying or victimisation continue or
subsequently recur.

6.5.4. If the matter continues after the request to stop, you should report
the matter in confidence to your immediate line manager. If your line
manager is implicated, then you should report the matter to your next level

of manager.
6.5.5. Involving your manager or your next level of manager at this
stage:

= provides an opportunity for the manager to be satisfied that the
individual against whom a complaint is made fully understands the
requirements of the policy

= produces a quick and effective solution

= keeps embarrassment and the risk of confidentiality breaches to a
minimum

= minimises disruption at work.
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6.5.6. This approach should not be taken if you wish to take formal action
or if, in the opinion of the manager, the seriousness of the incident makes it
inappropriate.

6.5.7.  After discussing the issue with you, your manager should speak to
the alleged harasser/bully within seven calendar days to attempt to resolve
the issue. This informal and confidential discussion should explore:

= what the behaviour is

= how the person complaining is feeling as a result of their behaviour
= the alleged harasser/bully’s view of the situation

= how the behaviour contravenes the Dignity at Work Policy

= the required standards of behaviour

= the likely consequences of continuing the behaviour

* how the situation will be monitored.

6.5.8.  Your manager should make a note of both discussions. Following
these discussions, your manager should provide feedback to yourself.

6.5.9. Mediated meeting

6.5.9.1. If appropriate, the manager can offer to facilitate a joint
mediated meeting with both sides to re-establish effective working
relationships and communications.

6.5.9.2. If the alleged harasser accepts that their approach may have
been interpreted as harassment, bullying or victimisation and there are
no further complaints of similar behaviour after six months, any
information will be destroyed. A review meeting will be convened one
month after the mediated meeting to ensure there are no recurrent
problems. If there is a recurrence of this behaviour, the documents will
be forwarded to the manager to pursue formal disciplinary action.

6.6. Formal resolution procedure

6.6.1. You may find it necessary to raise a formal complaint. This may be
for the following reasons:

= the conduct continues after a direct informal approach has been made
to the alleged harasser

= retaliatory behaviour is experienced
= the allegation is too serious, or

= you feel too frightened to approach the alleged harasser with or
without the help of others.

6.6.2.  All formal complaints about harassment or bullying, either as an
alternative to an informal complaint or because this type of approach has not
resolved the matter satisfactorily, will be handled under the formal stages of
the Trust’s Grievance and Disputes Policy (a copy of which is available on
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the HR section of the Trust’s document library) as in these cases the informal
stages of the Trust’s Grievance and Disputes Policy will not apply.

6.6.3. If the grievance procedure investigation finds that disciplinary
procedure is not required, then there may be conciliation, mediation (Section
6.6.9 refers) or provision of appropriate training for the people involved.

6.6.4. If the investigation supports the allegation the Disciplinary Policy
and Procedure will be used. To ensure impartiality, the complaint
investigator will not conduct the disciplinary process. If the allegation is
founded, the bully/harasser will be disciplined in line with the Trust’s
procedures. In serious cases this could mean instant dismissal.

6.6.5. The disciplinary process may also be used if the complainant’'s
behaviour is deemed to be malicious.

6.6.6. The member of staff who made the allegation will receive verbal
feedback on the outcome of their complaint that will later be confirmed in
writing.

6.6.7. Frequently, the complainant and the alleged bully/harasser are
based in the same workplace. If the complaint is upheld it may be necessary
to separate the two parties. In most cases it will be the bully/harasser who
is moved. However, in making the decision about who is moved, the
operational needs of the Trust and practical arrangements will need to be
taken into consideration.

6.6.8. Sometimes it is necessary to separate both sides even where the
complaint is not upheld to maintain good working relations.

6.6.9. Mediation may be used to address concerns if considered
appropriate by a manager and it is agreed by all parties to the complaint. The
usual approach is that a trained mediator meets both parties individually
before advising on next steps of the mediation process which might include
a further meeting between both parties, facilitated by the mediator. At this
meeting the complainant will be given the opportunity to explain to the
alleged bully or harasser why the identified behaviour is detrimental to their
dignity at work. Where possible the matter will be resolved through informal
discussion and agreement about future behaviour.

6.6.10. Mediation is not appropriate in all circumstances and works most
effectively when both parties are open to an effective and workable resolution
to a dispute.

6.7. Confidentiality

6.7.1. Claims of harassment and bullying will always be treated seriously
and be dealt with in utmost confidence with information being shared on a
need to know basis to enable investigation to be undertaken and resolution
to be achieved.

6.7.2.  Confidentiality is vitally important to provide parties concerned with
a degree of security and to ensure that all procedural aspects are dealt with
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sympathetically, impartially and objectively. Any breaches of confidentiality
will be treated seriously and may result in disciplinary action.

6.8. Procedure for dealing with incidents of harassment and
bullying involving external parties

6.8.1. Where the alleged harassment or bullying involves an external
party, managers will take all reasonable steps to address the complaint in
line with the principles of this policy and in consultation with the staff
member/worker making the complaint.

6.8.2. These steps may include, for example, reporting the incident to
the individual’s manager or reviewing/terminating a contract.

7. Dissemination and Implementation

7.1. A copy of the policy will be stored electronically in the HR section of the
Trust’s document library.

7.2. A copy of the policy will be circulated to members of the HR practitioner
teams to enable them to support the implementation of the policy.

7.3. Training

7.3.1. New members of staff will be made aware of this policy by their line
manager as part of their local induction programme.

7.3.2.  New staff will also be made aware of this issue via the Promoting
Diversity, Equality and Human Rights in the Workplace education leaflet
which forms part of the corporate induction programme mandatory training
essential pre-reading information.

7.3.3.  Existing staff should be reminded of the existence of the revised
policy by their line management. A copy of the policy is available on the
Trust document library which can be accessed via the Trust Intranet site.
Staff can also access the online e-learning Equality and Diversity Awareness
module (accessible via ESR) and the Promoting Diversity, Equality and
Human Rights in the Workplace educational booklet, which includes
information on bullying and harassment (Dignity at Work) and is accessible
via the Learning and Development website.

7.3.4. Individuals required to supervise or manage staff are encouraged
to attend the Manager’s Passport, a course provided by the Learning and
Development Department to help develop the core skills, knowledge and
behaviours that support leadership and management. Details are available
from the Learning and Development website.

7.3.5. HR practitioners can also provide coaching, bespoke advice and
guidance sessions to supplement more formal training which will be made
available to managers as the need arises.
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8. Monitoring compliance and effectiveness

Element to be

1. Number of formal investigations undertaken

recommendations
and Lead(s)

monitored 2. Reports of staff on staff bullying
3. Results of questions relating to bullying and harassment
Lead Director of People and Organisational Development
Tool 1. Employee Relations database
2. Trust DATIX system
3. National Staff Survey
Frequency Annually and monthly
Reporting The Senior HR team will receive a monthly report (POD) on the
arrangements number and location of formal investigations undertaken.
The outcome of any relevant Staff Opinion Survey results on
bullying and/or harassment will be reported on an annual basis.
Acting on The Head of Employee Relations will ensure subsequent

recommendations are undertaken, including the development of
an action plan for any deficiencies, within an agreed time-frame.

Change in
practice and
lessons to be
shared

Any system improvements agreed via the action planning process
will be actioned in partnership with Staff-Side within six months.

Lessons will be shared with all the relevant stake-holders. Any
revision to policy will be communicated to staff.

9. Updating and Review

9.1. This policy will be reviewed every three years or earlier in view of
developments which may include legislative changes, national policy instruction
(NHS or Department of Health), Trust Board decision, or request by either party.

9.2. Where revisions are minor, approval will be sought from the Executive
Director responsible for signatory approval, and will be re-published accordingly
without having gone through the full consultation and ratification process.

10.

Equality and Diversity

10.1. The Royal Cornwall Hospitals NHS Trust is committed to a policy of equal

opportunities in employment.

The aim of this policy is to ensure that no job

applicant or employee receives less favourable treatment because of their race,
colour, nationality, ethnic or national origin, or on the grounds of their age, gender,
gender reassignment, marital status, domestic circumstances, disability, HIV
status, sexual orientation, religion, belief, political affiliation or trade union
membership, social or employment status or is disadvantaged by conditions or
requirements which are not justified by the job to be done. This policy concerns
all aspects of employment for existing staff and potential employees.

10.2. The Initial Equality Impact Assessment Screening Form is at Appendix 2.
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Appendix 1. Governance Information

Document Title

Dignity at Work Policy V3.0

Date Issued/Approved:

August 2019

Date Valid From:

August 2019

Date Valid To:

August 2022

Directorate / Department
responsible (author/owner):

Helen Strickland, HR Business Partner

Contact details:

01872 252649

Brief summary of contents

The purpose of this policy is to outline the standards
of behaviour required within the Trust and to set out
clear processes to empower staff to take action
where they do not experience the dignity and respect
they are entitled to in the workplace.

Suggested Keywords:

Bullying, harassment, dignity, respect,
victimisation, unacceptable behaviour,
discrimination

Target Audience

RCHT CFT KCCG

v

Executive Director responsible
for Policy:

Director of People and Organisational
Development

Date revised:

August 2019

This document replaces (exact
title of previous version):

Dignity at Work Policy, Procedure and Guidance
V2.6

Approval route (names of
committees)/consultation:

Original agreed with JCNC, PRG

Senior HR manager confirming
approval processes

Head of Employee Relations

Signature of Chair of JCNC

Not applicable, minor amendments only,
changes reported to JCNC

Signature of Executive Director
giving approval

Original copy signed

Publication Location (refer to
Policy on Policies — Approvals
and Ratification):

Internet & Intranet v Intranet Only

Document Library Folder/Sub
Folder

Human Resources

Links to key external standards

None

Related Documents:

= ACAS - Bullying and Harassment at Work

= Capability Policy and Procedure

= CIPD (2005) Bullying at Work: Beyond
Policies to a Culture of Respect
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Procedure

Induction Policy

Stress

Complaint or Claim Policy

= Disciplinary Policy and Procedure

= Equality, Inclusion and Human Rights Policy
= Grievance and Disputes Policy and

= Management of Corporate and Local

= Mandatory and Statutory Training Policy
= Policy for the Management of Work-Related

=  Supporting Staff Involved in an Incident,

= Trust Values and Behaviours

Training Need Identified?

training

Yes — via Learning and Development/mandatory

Version Control Table

Version Changes Made by
Date NoO Summary of Changes (Name and Job Title)
Aug 2010 V1.0 N_eV\_/ p_olicy (replacing Harassment, Bullying and EigldHo?rgE%stsi,ness
Victimisation) T
eam
Policy reformatting to reflect the requirements of Helen Strickland,
June 2011 | V2.0 the Trust ‘Policy on Policies’ document. Minor HR Business Partner
review and full consultation of policy content.
= Section 6.8: Procedure for dealing with
July 2011 Vo1 incidents involving external parties added Helen S_trickland
= Section 7 - minor amendments to training HR Business Partner
information.
Section 5.1: Role of Directors, Senior Clinical and
Non-Clinical Managers additional paragraph to
Dec 2011 V2.2 highlight the requiremc_ant to com_pl_ete_: an_d return Helen S_trickland
' the Harassment, Bullying and Victimisation HR Business Partner
Monitoring Form (Appendix 4) to the HR
Department.
= Section 2: Purpose - specific objectives
amended to include reference to the options
available for raising a concern and the
requirement for managers to be aware of the
process to be followed once a complaint is
raised. Latter also reiterated in Section 5.1:
June 2012 V2.3 qug of Directors, Senior Clinical and Non- Helen S'trickland
' Clinical Managers. Reference also made to the| HR Business Partner
additional support available from the HR BP
teams.
= Section 4: new section on Fair but firm
management or bullying and harassment?
Example behaviours included at Appendix 2.
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June 2012
(cont’d)

V2.3

Section 6.5.1: Informal resolution procedure -
minor changes to text.

Section 7: Dissemination and implementation -
training section updated to ensure currency
and alignment with Core Training Policy.

Section 8: Monitoring compliance and
effectiveness — amended to reflect the updated
governance arrangements.

June 2013

V2.4

Section 7: training - updated to ensure current
and alignment with Core Training Policy.

Section 8: Monitoring compliance and
effectiveness — amended to reflect the current
reporting arrangments.

Appendices 1, 2 and 5 updated to ensure
accuracy of information.

Helen Strickland
HR Business Partner

Dec 2015

V2.5

Minor amendments to format and updates to
contact details.

Helen Strickland
HR Business Partner

July 2017

V2.6

Minor amendments to format and updates to
contact details pending full review of policy.

Helen Strickland
HR Business Partner

August 2019

V3.0

Full review resulting in minor amendments.

Re-formatted in line with current policy
template resulting in addition of summary
sheet and standard reference to GDPR.

Reference to Independent Listening Service
removed.

Addition of reference to the Trust Values and
Behaviours.

Helen Strickland
HR Business Partner

All or part of this document can be released under the Freedom of Information

Act 2000

This document is to be retained for 10 years from the date of expiry.

This document is only valid on the day of printing

Controlled Document

This document has been created following the Royal Cornwall Hospitals NHS Trust
Policy for the Development and Management of Knowledge, Procedural and Web

Documents (The Policy on Policies). It should not be altered in any way without the
express permission of the author or their Line Manager.
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Appendix 2. Initial Equality Impact Assessment Form

Name of the strategy / policy /proposal / service function to be assessed
Dignity at Work Policy V3.0

Directorate and service area: New or existing document:
Human Resources Existing
Name of individual completing assessment: | Telephone:
Helen Strickland 01872 252649
1. Policy Aim*
To help develop a working environment and culture in which
Who is the strategy / harassment, bullying, victimisation and unlawful discrimination is
policy / proposal / unacceptable and to provide guidance and process on how concerns

service function aimed | and complaints about these issues can be handled.
at?

» To raise staff awareness about the issue.

= To encourage a pro-active approach to the early recognition of
unacceptable behaviour.

= To set out a process for raising concerns about inappropriate
behaviour.

= To set out a process to be followed when a concern has been
raised.

2. Policy Objectives*

3. Policy — intended To minimise the risk of harassment, bullying and victimising behaviour
Outcomes* occurring and to develop a culture in which any such behaviour is
addressed as soon as it is identified.

4. *How will you
measure the
outcome?

Through the monitoring of compliance and effectiveness of the policy
as described in the policy document.

Patients and individuals working within the Trust including medical
staff, Kernowflex workers, agency workers, locums, volunteers,
contractors and staff from other organisations working on Trust

5. Who is intended to
benefit from the

icy?
policy? premises.
6a Who did you Workforce | Patients Local External Other
consult with groups organisations
v

b). Please identify the o ) ) o _ _
groups who have Original policy developed in partnership with Staff-Side, via the JCNC

been consulted about | @hd JLNC, and Care Group (divisional) managers.
this procedure.

What was the
outcome of the Policy approved.
consultation?
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7. The Impact

Please complete the following table. If you are unsure/don’t know if there is a negative
impact you need to repeat the consultation step.

Are there concerns that the policy could have differential impact on:

Equality Strands:

Yes

No

Unsure

Rationale for Assessment / Existing Evidence

Age

v

—_

Sex (male,
female, trans-gender /
gender reassignment)

v

Race / Ethnic
communities
/groups

Disability -

Learning disability,
physical

impairment, sensory
impairment, mental
health conditions and
some long term health
conditions.

The policy raises awareness of potential discrimination and
promotes equality by providing guidance on how concerns
about harassment, bullying and victimisation (including those
= | related to protected characteristics) can be raised and sets
out a process by which issues can be resolved.

Religion /
other beliefs

Marriage and
Civil partnership

Pregnancy and
maternity

Sexual
Orientation,
Bisexual, Gay,
heterosexual, Lesbian

You will need to continue to a full Equality Impact Assessment if the following have

been highlighted:

e You have ticked “Yes” in any column above and

¢ No consultation or evidence of there being consultation- this excludes any policies which have

been identified as not requiring consultation. or

e Major this relates to service redesign or development

8. Please indicate if a full equality analysis is recommended. Yes No v

9. If you are not recommending a Full Impact assessment please explain why.

Not indicated.
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Date of completion
and submission

August 2019

Members approving
screening assessment

Policy Review Group (PRG)
APPROVED

A summary of the results will be published on the Trust’'s web site.
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Appendix 3. Examples of unacceptable behaviour

Examples of unacceptable behaviour that can be considered to constitute bullying or
harassment (this list is illustrative not exhaustive):

bullying by exclusion — this may take the form of social isolation and /or exclusion
from meetings;

the deliberate withholding of information or resources with the intention of affecting
a colleague’s performance;

unfair and /or destructive criticism;

intimidating behaviour eg. unwanted physical contact, physical threats or abusive
gestures;

verbal abuse eg propositions or remarks, innuendos, jokes, lewd comments or
abusive language or spreading of unfounded rumours;

humiliation or ridicule;

setting of unrealistic targets and/or changed with limited notice or consultation;
setting unrealistic deadlines;

deliberately setting someone up to fail a task that is beyond their remit or capability;

deliberately undermining a competent worker through work overload and constant
criticism;

overbearing supervision or other misuse of power or position;
criticism in public;

copying of memos that are critical about someone to others that do not need to
know;

victimisation because of religion;
victimisation because of sexual orientation;
behaviour — inappropriate jokes and/or comments;

inappropriate comments on social networking sites.
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Appendix 4. Example of firm but fair management versus

bullying/harassment behaviours

Firm but fair behaviour

Bullying and Harassment
behaviour

Consistent and fair

Aggressive, inconsistent and unfair

Determined to achieve the best results but
reasonable and flexible

Unreasonable and inflexible

Knows their own mind and is clear about
their ideas but is willing to consult with
colleagues and staff before drawing up
proposals

Believes they are always right, has fixed
opinions, believe they know best and is not
prepared to value other people’s opinions

Insists on high standards of service in
quality of and behaviour in the team

Insists upon high standards of service and
behaviour but blames others if things go
wrong

Will discuss in private any perceived
concerns before forming views or taking
action and does not apportion blame on
others when things go wrong

Loses temper regularly and degrades
people in front of others, threatens official
warnings without listening to any
explanation

Asks for people’s views, listens and
assimilates feedback

Tells people what is happening and does
not listen

Treats staff with dignity and respect at all
times

This list is illustrative
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Appendix 5. Internal and external support agencies

Internal Support:

Independent Listeners Service

Occupational Health Department

0777 503 5356

(website available on the Trust intranet site under A-Z of Services)

Staff Counselling Services

Chaplains - Department of Spiritual & Pastoral Care

Learning and Development
Training@ Cornwall.NHS.UK

National Help Lines:

The Samaritans
www.Samaritans.org.uk

Equality & Human Rights Commission
(Equality Advisory and Support Service)
www.equalityhumanrights.com

Citizens Advice Bureau
www.citizensadvice.org.uk

Advisory Conciliation & Arbitration Service
www.acas.org.uk

South West Forum
www.southwestforum.org.uk

Stonewall Lesbian, Gay and Bisexual Charity
502020
www.stonewall.org.uk

Staff Side Organisations:

UNISON DIRECT
www.unisonsouthwest.org.uk

Society of Radiographers
WWW.SOr.org

Royal College of Nursing
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01872 252770

01872 252883

01872 255148

116 123

0808 800 0082

03444 111 444

0300 123 1150

01392 247901

020 7060 7220

0800 0857 857

020 7740 7200

0345 772 6100


mailto:Training@Cornwall.NHS.UK
http://www.samaritans.org.uk/
http://www.equalityhumanrights.com/
http://www.citizensadvice.org.uk/
http://www.acas.org.uk/
http://www.southwestforum.org.uk/
http://www.stonewall.org.uk/
http://www.unison-sw.org.uk/
http://www.unison-sw.org.uk/

www.rcn.org.uk

e Royal College of Midwifery 0300 303 0444
www.rcm.org.uk

e British Medical Association 0300 123 1233
www.bma.orqg.

e UNITE 020 7611 2500
www.unitetheunion.orqg

e General Pharmaceutical Council 020 3713 8000
www.pharmacyregulation.org

e Chartered Society of Physiotherapists 020 7306 6666
WWW.Csp.org.uk

e British Dietetic Association 0121 200 8080
www.bda.uk.com

e British Association of Occupational Therapists 020 7357 6480
www.cot.co.uk

e British Dental Association 020 7935 0875
www.bda.org

e British Orthopaedic Association 020 7405 6507
www.boa.ac.uk

e Association of Clinical Biochemists 020 7403 8001
www.ach.org.uk
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