Bullying and Harassment Policy and Procedures
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  1   
POLICY STATEMENT 

1.1 
MCC North London is committed to promoting a harmonious workplace for all staff, paid and voluntary. We have a strong commitment to our values and want to ensure that everyone is treated fairly with respect and dignity.  MCC North London recognises that bullying and harassment can seriously threaten an individual’s working life, career opportunities and general health, safety and well-being. We are determined to promote a working environment where bullying and harassment are not tolerated. 

1.2 
This policy is designed to offer practical advice to staff, volunteers and managers to help prevent bullying and harassment occurring and to provide guidance on using the framework of MCC North London’s Grievance Policy, and when applicable, the Disciplinary Policy to deal with cases that do occur. 

1 PURPOSE 

2.1
The aim of this policy is to help promote a culture in which bullying and harassment is known to be unacceptable and will not be tolerated. The policy aims to provide guidance to staff and volunteers by defining bullying and harassment, and clarifying how to make a complaint, report concerns, and assist in an investigation without fear of reprisal and help us to promote an open and trusting culture. 

3      SCOPE & DEFINITIONS 

3.1
This policy applies to all employees and volunteers of MCC North London (hereinafter referred to as staff) and covers all work activities including work related  social events. Some examples of work related social events are leaving parties, Christmas functions and Conferences. This list is not exhaustive.   

3.2
Bullying
Bullying is any persistent behaviour, directed against an individual, which is intimidating, offensive or malicious and which undermines the confidence and self- esteem of the recipient. Bullying is largely identified by the effect / impact that it has on its target and not the intention. 

 3.21
Examples of bullying might include a combination of the following behaviours:- 

· unreasonable fault finding
· withholding information required for work activities
· excluding from social activities
· treating someone differently without justification
 3.22
This is not an exhaustive list – if what you are experiencing does not fall within the list and you are not sure if it constitutes bullying or not, you could discuss this with the Senior Pastor or a member of the Board of Directors.

3.23
What does not constitute bullying:- 

· informal or formal investigation following a complaint in line with MCC North London’s complaint policy, grievance policy or disciplinary procedure; 
· expecting a member of staff to carry out their work in line with their job description;

3.3
Harassment

3.31
Harassment is usually persistent behaviour which is unwelcome to the recipient and which causes distress. In extreme cases harassment can take the form of a single incident, for example – sexual assault or the use of clearly identified racist, sexist or homophobic language. 

3.32
Harassment can be overt and easily identifiable or it can be manifested in more insidious ways. It can even be unintended by the perpetrator. However, like bullying, it can be recognised because of the serious impact it has on the recipient. 

3.33
To avoid allegations of harassment individuals need to be more sensitive to the reactions of others; so for example if a certain conduct or form of behaviour is perceived by the complainant as a sexual advance or as an intimidating, demeaning or undermining action, then it should not be repeated, even if no offence was intended. A good rule is that behaviour that is clearly rejected or clearly not welcomed should never be repeated.  

3.34
People can be subject to harassment on a variety of grounds including: 

· Sex-related harassment
Examples include displaying power over a man or a woman because of gender through disparaging gender-related remarks and threatening behaviour.
· Sexual harassment
Examples include unnecessary touching, unwelcome jokes of a sexual nature, inappropriate use of suggestive visual display unit material, intimidating behaviour such as asking for, or offering, sexual favours in return for positive academic assessment or promotion.
· Harassment on grounds of sexual orientation
Examples include homophobic remarks or unwelcome jokes, threats to disclose sexuality and intimate questions about sexual activity.
· Racial harassment
Examples include inappropriate questioning and/or jokes about racial or ethnic origin, offensive graffiti and intimidating behaviour, including threatening gestures.

· Personal harassment
Examples include making fun of personal circumstances or appearance
· Harassment of disabled people
Examples include discussion of the effects of a disability on an individual's personal life, uninvited touching or staring, and inappropriate questioning about the impact of someone's disability.

· Age harassment
Examples include derogatory age-related remarks and unjustifiable dismissal of suggestions on the grounds of the age of the person.
· Stalking
This can be physical or psychological. Examples include leaving repeated or alarming messages on voice mail or e-mail, following people home, or approaching others to ask for personal information.

3.35
What does not constitute Harassment: 

·  Everyday Administrative Action   


 In order to get work done, supervisors often have to make difficult decisions -- about moving people or about changing work assignments, for example.  These decisions may or may not please others, but they do not constitute harassment.  

·  Performance Evaluation  


 A negative performance evaluation as such is not harassment. Supervisors have a responsibility to give appropriate criticism and to take appropriate corrective action when a student or employee's work is not satisfactory.  Such criticism should, however, be made in a reasonable manner, should be constructive, and may not be used in a retaliatory manner.  

·  Conflicts of Interest  


 There is a potential for conflict of interest from intimate personal relationships between a supervisor and a supervisee. Such relationships do not in and of themselves constitute harassment, but anyone who believes that his or her behavior may be in conflict with the interests of MCC North London is responsible for seeking advice about the situation and for taking responsible action to avoid or end any such conflict.  Moreover, this kind of situation may lead to harassment complaints by third parties, or by one of the participants in the relationship if it breaks up, whether or not a conflict of interest results. 

3.4
Employees are expected to have a professional attitude to this kind of interpersonal conflict and to use their skills to resolve these situations. They should be aware of the effect their behaviour is having. However, some extreme single incidents will still be defined as harassment and may be subject to MCC North London’s Disciplinary Policy. 

4    
RESPONSIBILITIES 

1.1 Everyone has a clear role to play in creating a climate of work in which bullying and harassment is unacceptable. Staff can contribute to preventing bullying and harassment through awareness and sensitivity towards the issue and by ensuring that standards of conduct for themselves and for colleagues do not cause offence. 

 4.2
A staff member who witnesses or experiences bullying or harassment are required to report it immediately to their supervisor or the Senior Pastor or Board Member if the supervisor is involved. 

4.3
Everyone is expected to assist in investigations relating to cases of alleged bullying or harassment, and failure to co-operate may result in disciplinary action being taken. 

4.4
All church leaders are responsible for challenging any bullying or harassment of which they are made aware.   

4.5
The Senior Pastor and Board of Directors have a duty to explain MCC North London’s Bullying and Harassment Policy to their staff and to take steps to promote the policy.  

4.6
The Senior Pastor and the Board are expected to be responsive to any complaints about bullying or harassment; to provide clear advice on the procedures; and maintain the confidentiality of both parties unless the procedure dictates otherwise, and take steps to ensure that there is no further problem after an allegation has been lodged. 

5    CONFIDENTIALITY 

5.1
All staff, and particularly the complainant and alleged perpetrator and person dealing with the matter, are expected to maintain confidentiality at all times. This will help ensure that all parties are protected from rumour and unnecessary speculation. 

6   TRAINING AND SUPPORT 

6.1
MCC North London will ensure that all staff are made aware of this policy and expectations about their behaviour at work. Relevant training regarding Bullying and Harassment will be incorporated into MCC North London’s Induction Programme. 

6.2
Every effort will be made to provide appropriate support to both parties in the form of coaching, training or counselling throughout and after the procedure. 

7    INFORMAL SOLUTIONS 

7.1
Staff can seek to resolve matters informally by: 

·      Approaching the alleged perpetrator direct or in writing making it clear that their behaviour or conduct is unwelcome and unacceptable and request that it is not repeated (see the Direct Dealing Policy). 

·      Where applicable it would be helpful if staff state what they feel would have been a more constructive and positive manner to raise a particular matter. 

· Discussing the situation with a church leader, who will ensure that the perpetrator is aware of the policy and the procedure as well as providing guidance and support.   

8    FORMAL SOLUTIONS & INVESTIGATIONS 

8.1
A member of the Board will be appointed to conduct an investigation into any allegations of bullying or harassment. In the majority of cases the formal procedure within MCC North London’s grievance policy will be used. 

 8.2
However when no complaint has been made but a church leader has witnessed behaviour that constitutes bullying or harassment towards another member of staff the investigation may be undertaken in accordance with MCC North London’s Disciplinary policy.    

8.3
Whether the grievance or disciplinary policy is being used the investigating Board member will refer to MCC North London’s Investigation guidelines.

8.4
Initial meeting with the Complainant/alleged victim 

8.41
The Investigating Board Member will meet the staff member to: 

·      confirm that a formal investigation is being undertaken clarifying which policy will be followed. 

·     Inform them that they may be represented at the investigatory meeting by a trade union representative or work colleague. 

8.5
Contact between the Complainant and Alleged Perpetrator 

8.51
Contact between the complainant and the alleged perpetrator must be considered before action is taken to inform the alleged perpetrator of the complaint against them.  The Board Member dealing with the investigation will liaise with the Senior Pastor or Chair of the Board of Directors to consider and advise on contact between both parties.   

8.52
Both parties should be advised that there should be no communication between them directly or indirectly in relation to the investigation. Consideration will be given to temporarily changing supervisory responsibilities, or moving the work location of either party (wherever practicable it would be the person against whom allegations have been made who would temporarily be moved) whilst the investigation is being undertaken.  

8.6
Informing the Alleged Perpetrator 

8.61
The Investigating Board Member will meet with the alleged perpetrator and inform them of the complaint and that they may be represented at the next stage of the procedure by a trade union representative or work colleague. 

8.62
Following this meeting the manager dealing with the investigation will write to the alleged perpetrator outlining the nature of the complaint and setting a date for a formal meeting to be held. 

8.63
The investigating manager should follow the investigation guidelines and include the following: 

· Interview all people who witnessed the alleged incident. This may include supervisors and co-workers and anyone who observed the complainant’s demeanour immediately before and after the alleged incident(s). 

· Each individual will be asked to outline what happened and sign a statement confirming events. 

· Interview the managers/supervisors of both the complainant/ alleged victim and alleged perpetrator to establish if there has been any history of previous conflict between them and/or with other parties. 

9    REPORTING THE OUTCOME 

9.1 
The Investigating Board Member should prepare a written investigation report indicating his/her findings. The Investigating Board Member should discuss the report content with both parties prior to finalising so that any inaccuracies or relevant additional information can be incorporated. Further investigation should be undertaken as appropriate.  

9.2
Once satisfied the report is accurate the Investigating Board Member will need to decide the outcome and set out any recommendations. This should be done in liaison with the Senior Pastor or the Chair of the Board of Directors. Recommendations could include mediation, training, counselling and / or recommending that the matter is dealt with at a disciplinary meeting.  

 9.3
If the report recommends that an allegation regarding bullying or harassment is taken forward to a disciplinary meeting, the procedure under that policy will be followed and related paperwork from this investigation will be submitted with the investigation report. 

9.4
If the Investigating Board Member finds evidence that allegations made by the complainant have been made in a malicious manner, consideration will be given to taking disciplinary action against the complainant.

10    COMMUNICATING THE DECISION 

10.1
Having made a decision on the most appropriate course of action and outcome of the grievance the decision will be communicated by the Investigating Board Member in writing to both the person who has complained and person against whom the complaint was made. 

10.2
After the Investigation is complete and where a complaint has been upheld the complainant may wish to avoid any further contact with the perpetrator.  Should the perpetrator remain in employment with MCC North London and where it is agreed that further contact between the individuals concerned would be difficult, the Senior Pastor or Board Member will work with both parties to formulate an agreement which both parties sign up to regarding boundaries around future contact and communication. 

10.3
Consideration should always be given to relocating the perpetrator in the first instance and where an agreed transfer of the complainant occurs it should not lead to any disadvantage to him or her. Even where a complaint is not upheld, or, for example where the evidence is inconclusive, consideration may still be given, where practicable, to the voluntary transfer of one of the staff members concerned. 

11    APPEAL 

11.1
Any appeal will be undertaken In accordance with the grievance policy if the complainant remains unsatisfied with the outcome. 
