Template  Dignity at work Policy and Key Procedures
This document forms a template for organisations to compose a policy for Dignity at work. The wording is largely standard but there is the opportunity for organisations to personalise the policy.
This document is divided into three columns

1. Heading: for each sub section of the policy

2. Explanation: why the section is there and what it should contain

3. Section content: contains the wording to be used in the policy which can be added to / adjusted according to the needs and practices within your organisation. 
Instructions: Once you have completed content in the third column (headed ‘Section Content’), you can delete this introduction and the middle column (writing is in blue) leaving you with your policy. Some organisations may prefer a different format (e.g. non tabular), in which case, the content can be cut and pasted as required. The final policy will usually be approximately 3 sides of A4 in length.

Name of organisation: 
	HEADING
	EXPLANATION
	SECTION CONTENT

	Aims of the Policy


	This section explains why the policy is important to your organisation and the commitment to dealing with issues and complaints.
	The purpose of this policy is to ensure a culture of working relationships where everyone is treated with dignity and respect, where harassment is unacceptable and individuals have the confidence to deal with and challenge harassment or bullying without reprisals.
The organisation is committed to tackling behaviour that is deemed inappropriate in working relationships. In many instances, the issues can be resolved informally. However any complaint will be dealt with seriously and investigated quickly.



	Scope of the policy
	This section should specify who this policy applies to. Normally it is employees, agency temps, volunteers, trustees, work experience placements. 
Some organisations may also wish to include service users, however, this strand must then be addressed throughout the policy – with specific measures for complaints etc. Another approach may be to have a separate code of conduct for service users.
	The policy and procedure applies to: 
(insert as appropriate).


	Definitions
	This section provides the definition of harassment and bullying.

	Harassment is unwanted conduct in working relationships affecting people’s dignity. It is comments or actions that are regarded as demeaning and unacceptable to the recipient or that create a hostile, degrading, humiliating or offensive working environment.
Harassment may be verbal, non-verbal, physical, isolated or repeated and it can occur through behaviour in relation to gender, race, religion or belief, colour, ethnic or national origin, age, disability, sexual orientation, trade union membership, victimisation, real or suspected infection with HIV/AIDS, health status, marital status, political conviction or willingness to challenge harassment.

Bullying can be defined as persistent, offensive, abusive, intimidating or malicious behaviour or abuse of power which makes the recipient feel threatened, humiliated or vulnerable and undermines confidence. Examples include:
Shouting in public, persistent or unfair criticism, ostracising people, threats and instilling fear, inappropriate use of email, spreading malicious rumours, constantly undermining effort, withholding information, removing areas of responsibility or imposing inappropriate tasks.
Certain actions may be acceptable to one person but not another. 


	Responsibilities
	This section will specify the responsibilities for ensuring this policy is followed.
You will need to add in details of reporting processes in your organisation. If your policy covers more than just employees, you should consider to whom they would report. For staff, this would usually be line managers.
This section contains a statement about protecting people who make a complaint. 

	Everyone has a responsibility to behave in a way that is not offensive to others and acknowledge that the views and opinions held by others and decisions made by managers may not coincide with their own. 

Employees or volunteers (add any others to whom the policy applies) should report any actions which breach this policy to (insert title).
Employees and volunteers will be protected from intimidation, victimisation or discrimination for making a complaint or assisting in an investigation.

	Complaints
	This section specifies how complaints will be handled.

	All complaints will be dealt with as confidentially as possible. However, the organisation has a duty of care to all employees, and it may be necessary to investigate and take action regarding a complaint without the consent of the complainant.

	Informal complaint procedure
	This section specifies how a complaint should be dealt with informally. In many cases, the informal procedure will be sufficient to stop the unacceptable behaviour.
	If the employee feels able to, then often the quickest and most effective means of dealing with an issue is for the recipient to raise the matter informally, make their colleague aware that their behaviour is unacceptable and explain why.



	Formal complaint procedure
	This section specifies how a complaint should be dealt with formally.
In most cases, the grievance procedure of the organisation would be followed.

Also, it is appropriate to specify here how any malicious complaints will be dealt with. In most cases disciplinary action will be taken and suggested wording is: An employee who is found to have made a malicious complaint is likely to be subject to the disciplinary procedure.
	If the informal procedure has been ineffective, or the complaint is so serious that the informal procedure would be inappropriate, then (insert process).
The complainant should keep a record of the incidents e.g. what happened, when and if there were any witnesses. It would also be useful to consider how the situation could be resolved.
If the investigation reveals that the complaint is valid, prompt attention and disciplinary action may be taken be taken to stop the harassment/bullying immediately and prevent its recurrence.

An employee who is found to have made a malicious complaint (insert repercussion)


	Monitoring and review
	This section states when the policy should be reviewed – i.e looked at to check that it is still adequate and relevant and any necessary adjustments made. 
You may also wish to refer to any monitoring of trends of unacceptable behaviour. Typically, this would take the form of analysing the number of complaints or number of issues raised. Some organisations have a staff survey which allows staff to comment on this aspect. Exit interviews (when a person is leaving the organisation) are also a useful way of gaining a perspective on the success of the policy. Through monitoring, an organisation may be able to identify trends of unacceptable behaviour in a particular area of the organisation and develop an action plan to address it. 
	The policy should be reviewed (insert review period) to ensure the effectiveness of the policy. 

Monitoring of the policy will take place through the following means: (insert method)
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