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introduction
The Council’s vision is to make Stroud District a better and safer place to live, work and visit for everyone. A harmonious and respectful working environment will support staff as they work towards excellent service delivery and the promotion of our values and goals. The Council therefore expects the highest standards of behaviour from all its members, employees and volunteers when they are carrying out their work.

The Council expects all its employees to treat each other with dignity, trust and respect and this is certainly behaviour that is promoted. Employees are encouraged to have an awareness of the effect of their behaviour on others and to communicate honestly and openly.

The aim of this policy is to ensure that all employees are protected from unacceptable behaviour in the workplace and know what to do if they experience it. If it does occur, it will be dealt with in a serious, sensitive and confidential manner so that the issues can be resolved as quickly as possible for all concerned. Managers have a responsibility to be alert to the possibility of harassment and to use their judgement to deal with any type of offensive behaviour.

This policy and procedure applies to all members, employees, agency staff, contractors, casual workers, work experience placements and volunteers. There are a range of behaviours that could be included in the scope of this policy. Examples of unacceptable behaviour are identified as part of this policy.
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The Council promotes a culture of support and displaying acceptable behaviour towards each other. This includes:

· Affording dignity, trust and respect to everyone
· Being aware of the effect of our behaviour on others and only making reasonable and manageable demands 
· Communicating honestly and openly, clearly stating what we mean and expect of others 
· Providing honest feedback based on evidence 
· Starting from the assumption that everyone is working to the best of their ability 
· All employees will be protected from any action that can be described as discrimination, harassment or bullying by other members of staff, the public or volunteers. Any behaviour that is found to be unacceptable will be treated very seriously.

The emphasis in any claim of unacceptable behaviour is on the recipient’s experience rather than the perpetrator’s motivation. Categories of unacceptable behaviour include:

Discrimination, which is a failure to afford equal opportunities in the work place on the grounds of sex, marital or civil partnership status, pregnancy or maternity, age, race, colour, nationality, disability, sexual orientation, gender reassignment, religion or belief, ethnic or national origins (together known as “protected characteristics”) or other grounds covered by statute.  This also includes discrimination because of a person’s association with another who has a protected characteristic or because of a perceived protected characteristic.



Harassment, which is, unwanted conduct that has the effect of violating the dignity of individuals or of creating an intimidating, hostile, degrading, humiliating or offensive environment for them.  This includes, but is not limited to, unwanted verbal, non-verbal or physical conduct of a sexual nature.

Bullying, which is a type of harassment where actions, criticism or personal abuse in public or private are used to intimidate, oppress, humiliate, frighten, undermine, exclude or demean another person.

Victimisation, which may take the form of harassment or bullying based upon the victim having raised a complaint under this, the grievance (2.6.1) or the Whistleblowing (2.6.3) policies.

The Council will not tolerate unacceptable behaviour of any kind and all employees have a responsibility to ensure at all times that their own behaviour does not offend others.
Complaints of unacceptable behaviour will be dealt with promptly, fairly, sensitively and in confidence.

Employees who in good faith raise genuine complaints regarding unacceptable behaviour will not be subjected to any unfavourable treatment as a result of making a complaint (see “Victimisation”, above).

Employees who may have experienced unacceptable behaviour will be offered counselling or other support.

In certain circumstances the Council may call upon external facilitators to act as conciliators, mediators or arbitrators where this is aimed at bringing about a mutually acceptable conclusion.

Managers who are designated to deal with the disciplinary procedure will be trained and assessed as competent in working with cases of unacceptable behaviour before undertaking any role in relation to this procedure.
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Using the disciplinary or capability procedures to deal with staff whose capability or conduct is in question will not be regarded as harassment or bullying provided the Designated Manager employs acceptable behaviour in dealing with the issues.
The disciplinary procedure may be instigated where there are allegations of unacceptable behaviour.

Unacceptable behaviour by members of the public towards any officer is not acceptable and will be dealt with by the Council in accordance with the customer care policy.
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This list is not intended to be exhaustive and only gives examples of behaviours that may be unacceptable:
· using aggressive language, threatening, ridiculing, ignoring people or shouting
· shifting blame to others
· telephoning people at home unnecessarily (especially demanding work when the person is absent due to sickness or ill health)
· focussing only on weaknesses
· bringing up details of someone’s private life inappropriately
· leaving impossibly long lists of tasks and making unreasonable demands
· criticising people in their absence
· racist or otherwise discriminatory comments or jokes
· questioning an individual about his / her sexual relationship / preferences
· frequent comments about aspects of physical appearance or using forms of address that are demeaning
· repeated staring, leering or suggestive looks at parts of the body
· physical contact ranging from unwanted touching of any kind through to assault 
· making unwanted sexual advances
· the use of pin-ups, posters or electronic display e.g. pornographic pictures, objectionable cartoons
· comments about or the excluding of a colleague from workplace talk or activities because of a protected characteristic 
· threatening or implying that you will cause the person to lose his / her job or fail to get promotion or suffer some form of career difficulty or financial disadvantage
· using language and /or gestures in such a way that someone fears for his / her personal safety
· coercing someone to join the harassment or bullying of another person
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There are a number of ways that unacceptable behaviour can be dealt with.  This policy identifies some of the suggested ways to move forward, although it is not suggested that the steps have to be followed in order, as the circumstance of each case will differ.  In the main it will be for the employee to choose how they want to proceed at any stage although for certain types of behaviour the manager may decide there is a need to take action regardless of the employee’s wishes.

Where possible and in the first instance, the employee is encouraged to talk directly and informally to the person whose behaviour towards them they believe to be unacceptable and explain clearly what aspect of the behaviour is causing concern and request that it should stop. Alternatively the employee may feel more comfortable putting their concerns in writing to this person. It may be that the person whose conduct is causing offence is genuinely unaware that their behaviour is unwelcome or objectionable.

An employee may choose in the first instance or at any stage in the procedure to talk to HR who will deal with their concerns in confidence.

Where an informal approach does not stop the behaviour or the employee feels uncomfortable about talking directly to the person, the employee has the option to take their concerns to their line manager or a more senior person in the organisation. This person will decide on an appropriate course of action, which may include explaining to the person causing offence that their behaviour is unwelcome and must stop. The manager may also consider that external or internal mediation may be a way to resolve the issues.

When an employee speaks to a colleague or senior person about an experience of unacceptable behaviour there are a number of ways that they can be encouraged to seek support.  This may be from their line manager, trade unions, Internet sites, national or local advice lines or leaflets. The Gloucestershire Counselling Service is also available for any employee who feels they are subject to unacceptable behaviour and would like to discuss how to deal with it.  Any employee raising issues with HR, their line manager or a senior manager will be offered this service.

The employee may choose to put their concerns in writing to their line manager or a more senior manager, where the behaviour is considered to be more serious and the issue has not been resolved informally (or it is not appropriate to resolve it informally). Depending on the circumstances, it may be appropriate to deal with the concern in accordance with the Grievance Policy (2.6.1).  The Designated Manager, after consideration of the allegations will consider whether a disciplinary investigation is necessary and if so will ensure that it is completed in confidence and according to the Disciplinary Policy and Procedure (2.7.2).  The employee does not have to have put the concerns in writing for a Designated Manager to decide that a disciplinary investigation is necessary. If unacceptable behaviour is found to have occurred under the Disciplinary Policy, a formal sanction will be awarded which could amount to summary dismissal.

Staff who make allegations under this policy in good faith will not be victimised or treated less favourably as a result. However, employees who are found to have made false allegations in bad faith regarding unacceptable behaviour of a colleague may be subject to disciplinary action.
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