SAMPLE SEXUAL HARASSMENT AND HARASSMENT POLICY

(Sourced from Graphite)
1.  Purpose of the policy
……………wants to ensure that the work environment gives all employees the freedom to do their work without having to suffer harassment of any kind and in particular, it does not tolerate sexual harassment.   …………. respects the individual dignity of everyone involved in the work whether they are employees (permanent and temporary), volunteers, external contractors and visitors.  …………. requires all employees and other individuals to make sure that their behavior towards others is respectful and courteous at all times. 

2. Scope

The policy applies to all all volunteers, external contractors and employees (permanent and temporary) irrespective of length of service and includes individuals both inside and outside the work environment.   
3. Policy of the organisation
…………… acknowledges the right of all employees, volunteers and individual

to a working environment free from any form of harassment or sexual

harassment.

3.1 Definition of Harassment

Harassment is defined as any form of unwanted conduct related to any of the nine discriminatory grounds, being conduct which has the purpose or effect of violating a person’s dignity and creating an intimidating, hostile, degrading, humiliating or offensive environment.  Harassment can take many forms and includes the following:
· Verbal harassment – jokes, comments, ridicule or songs;
· Written harassment – faxes, text messages, emails, notices or letters;
· Physical harassment – jostling, shoving or any form of assault;
· Intimidatory harassment – gestures, posturing or threatening poses;
· Visual displays such as posters, emblems or badges;
· Isolation or exclusion from social activities. 

3.2 Definition of sexual harassment
Sexual harassment is defined as conduct of a sexual nature which has the purpose or effect of violating a person’s dignity and creating an intimidating, hostile, degrading, humiliating or offensive environment.  Such conduct may take the form of unwanted verbal, non-verbal or physical advances of a sexual nature.  This may include acts of physical intimacy, any requests for sexual favours, or any other act or conduct including spoken words, gestures or the production,

display or circulation of written words, pictures or other material.   

The following are examples of activities that may constitute sexual harassment:

Physical conduct of a sexual nature – this may include unwanted physical contact such as unnecessary touching, patting or pinching or brushing against another employee’s body, assault and coercive sexual intercourse. 

Verbal conduct of a sexual nature – this includes sexual advances, propositions or pressure for sexual activity, continued suggestions for social activity outside the work place after it has been made clear that such suggestions are unwelcome, unwanted or offensive flirtations, suggestive remarks, innuendos or lewd comments. 

Non-verbal conduct of a sexual nature – this may include the display of

pornographic or sexually suggestive pictures, objects, written materials, emails,

text-messages or faxes.  It may also include leering, whistling or making sexually

suggestive gestures.  

An individual will decide what behaviour is acceptable – not what the perpetrator, employer or another colleague finds acceptable.  This policy covers all staff (permanent and temporary), volunteers, external contractors and visitors invited onto the premises. 

The management of ……………… is committed to maintaining the work place free of any form of sexual harassment and harassment.  Everyone in ……………. has the responsibility to prevent sexual harassment and harassment and to report any instances that they are party to or witness of.

3.3 Procedures for dealing with harassment / sexual harassment
Anyone engaging in any improper behavior, sexual harassment or harassment on the premises or anywhere else on ……………. business including social events, training programmes and any other events, employees will be subject to disciplinary action, up to and including dismissal under the organisation’s disciplinary procedures.  In the case of non-employees, they will be subject to either the suspension/termination of contracts and/or exclusion from the premises.

Employees who feel they are being harassed in any way in the workplace are encouraged to approach their immediate supervisor, any management member or the chairperson.  All complaints of sexual harassment and harassment will be taken seriously and dealt with as quickly as possible and treated with sensitivity and in an impartial manner. Complaints will also be investigated and be held in as confidential a manner as possible.   Only if these instances are reported can …………… take action to correct the situation. 

The victimisation of a complainant or of an employee who gives evidence regarding sexual harassment or harassment will be subject to disciplinary action.       

All employees are required to comply with this policy and are responsible for ensuring that sexual harassment or harassment does not occur at any level within …………..  However, the ultimate responsibility rests with management.
All Directors of the VBOM will be required to implement this policy and to set appropriate standards of behavior by their own example.

3.4  Complaints Procedure

Employees who are suffering sexual harassment or harassment should follow the informal and formal procedures as outlined below

Informal Procedure 
The purpose of the informal procedure is to ensure that the majority of cases of this nature will be handled effectively, efficiently and in a confidential and sensitive manner. The complainant who is being harassed or sexually harassed should first attempt to resolve the problem informally if possible. They should inform the perpetrator(s) of ………………..s sexual harassment and harassment policy and advise him/her that a second occurrence of this nature will result in a formal complaint.
In instances where the complainant is unsure of whether the behavior constitutes a form of sexual harassment or harassment the employee should discuss the matter with their immediate supervisor/manager, the Chairperson or a colleague.  In addition if the employee finds it difficult or embarrassing to communicate directly with the perpetrator(s), he/she should communicate with the assistance of a third party, for example, a friend, a sympathetic colleague, member of the employment sub-group or union representative.  

Formal Procedures 

a).
In the event that the informal complaint has failed and the harassment is 
repeated, or the informal procedure is inappropriate, the complainant will 
progress to the formal procedure.  The following are the steps that 
employees must follow in this procedure:

b).
The initial complaint should be made in writing to the employee’s 
immediate supervisor.
c).
A copy of the complaint marked confidential should be sent to the 
chairperson and if appropriate a union representative.
d).
If the employees immediate supervisor/chairperson/union representative is 
involved in the incident then the complaint should be made to the 
employment sub-group. 
e).
All complaints will be dealt with promptly and confidentially.
f).
Only individual’s essential to the investigation will be involved from the 
initial stages.
g).

An investigation will be conducted by two members of management, who 
have received appropriate training to enable them to pursue the; 
investigation in a sensitive and impartial manner.  The advice/assistance 
of an outside expert will be available to the investigators if necessary.  A 
timetable will be set out for the investigation.
h).

A least one of the persons investigating the complaint will be of the same 
sex as the complainant if he/she requests it. 
i).
Interviews will be held with the complainant, alleged perpetrator(s) and 
any relevant witnesses to establish a thorough understanding of the facts 
of the alleged complaint.
j).
All parties to be interviewed will be advised of their right to representation 
by a colleague of choice or a trade union representative.
k).

All material received will be treated with the highest level of sensitivity. 
l).
In some cases where necessary, parties to the procedure may be asked to 
remain at home on paid leave in order to allow the complaint to be 
investigated.

m).
A summary of the facts will be summarised once the investigation has 
been completed.   Where possible a decision may be made as to whether 
harassment or sexual harassment has taken place.

n).

An interview will be held with the perpetrator to establish what action is to 
be taken and the details of the case will be read out to them.  They have 
the right to representation by a colleague of choice or a union 
representative. He/she will have the right to defend his/her position.  In 
certain cases ……………. may reserve the right to offer counseling to the 
perpetrator.  
o).
When all the facts have been collected and if it is clear that the complaint 
was valid, disciplinary action will be taken to stop the sexual harassment 
or harassment immediately and prevent a recurrence.  Possible sanctions 
may range from a verbal warning through to dismissal under the 
disciplinary procedures, depending on the severity of the sexual 
harassment or harassment.
p).
……………….. will formally inform the complainant of any action taken 
against the perpetrator(s). Sometimes an apology and assurance of no 
recurrence will suffice.
q).
Employees will be protected from intimidation, victimisation or 
discrimination resulting from alleging sexual harassment or harassment or 
assisting with the investigation.  Any victimization will be dealt with under 
the disciplinary procedures as appropriate. 
r).
……………… will carefully monitor the workplace following a complaint 
which is held to be well-founded, with particular reference to the 
perpetrator’s behavior and the prevention of victimisation of the 
complainant.  If further harassment is noted, action will be taken by 
management to bring it to an end. 
s).
Where a complaint is not upheld by the formal investigation this does not 
necessarily indicate that the complaint was malicious. While a malicious 
complaint will generally be treated as gross misconduct under the 
disciplinary procedures, the application of this provision should not in any 
way deter employees from bringing forward legitimate complaints. 
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