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Dignity at Work

INTRODUCTION

1.

In accordance with the Corporate Plan, South Yorkshire Fire and Rescue (SYFR)
strive t o pr ovide a se rvice t hat r eflects the di verse, multicultural co mmunities we
serve. The equality and diversity of our workforce is therefore important not only to
ensure w e r epresentt hose co mmunities, bu tf ort he posi tive per ception and

reputation of the organisation. Being an organisation where people value each other
will help us improve the service we provide to all those who come into contact with us.

As a member of the Dignity at Work Partnership’, SYFR is committed to promoting a
positive working environment where the dignity and respect, to which all employees
are entitled, is not undermined. No employee should be treated less favourably on
the grounds of race, gender or gender reassignment, disability, sexual orientation,
religion or spiritual belief, colour, nationality, national or ethnic origin, marital/parental
status, family ties, trade union or political belief, hours worked, or any other reason,
either directly or indirectly.

This policy sh ould be r ead and use d i n co njunction with t he following as sociated
policies / procedures, where necessary:

. Discipline Policy and Procedure
. Grievance Policy and Procedure
o Investigation Procedure

SYFR recognises that for everyone to feel valued and able to give their best, all
employees must work together to create and su stain an environment that is fair and
free from harassment, victimisation, discrimination and bullying.

SYFR will not tolerate harassment, victimisation, discrimination and bullying, for any
reason and appr opriate di sciplinary action, w hich m ay | ead t o di smissal, m ay be
taken ag ainst any em ployee, of any g rade, w ho co ntravenes this policy. Further
information on disciplinary action can be found in the Disciplinary Policy and its
associated procedure.

Managers need to be proactive in taking direct action to eradicate inappropriate
behaviour. When a m anager witnesses actions, or is told of actions, which clearly
would be offensive, i.e. racist, sexist, homophobic, disabling etc, then SYFR expect
the m anager tot ake act iont o co rrectt he behaviour of t he m ember o f st aff
responsible. It is not necessary for a victim to be present or to initiate a complaint.
Advice and guidance is available from the Equality and Diversity team or a HR
Advisor.

This policy neither prevents an employee from pursuing a complaint through an
employment tribunal, nor precludes an act of harassment, indecent assault or abuse
being reported to the police.

" The Dignity at Work Partnership is a partnership between the Government, Unite (the UK’s largest union) and
major publicand pr ivate s ector or ganisations. For f urtheri nformationon t he P artnership,s ee
www.dignityatwork.org
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Dignity at Work

Itis important for m anagers and colleagues to su pport em ployees experiencing
harassment, v ictimisation, di scrimination or bul lying and t o appr eciate the di stress
they may be experiencing.

Managers need to be proactive in taking direct action to eradicate inappropriate
behaviour. If a manager witnesses such behaviour, or is told of actions which would
clearly be o ffensive to people froma group s ubjected tothem, i.e. racist, se xist,
homophobic, disabling etc, then SYFR expect the manager to take action to correct
the behaviour of the member of staff responsible. All staff should be mindful that it is
not necessary for a target (victim) to be present, or for a target to initiate a complaint.

INFORMATION AND SUPPORT

10.

11.

12.

Employees can contact their line manager, Human Resources or their union for
advice and support on Dignity at Work issues.

If you are accused of contravening the Dignity at Work Policy, advice can be sought
from t he abov e co ntacts and f urther i nformation i s available in A ppendix A ‘What
happens if | am accused...?’

Details of both internal and external contacts for support are located in Appendix B.

SCOPE

13.

14.

15.

All em ployees have a clearroletoplayincreatinga climateatworkinw hich
harrassment, victimisation, discrimination and b ullying is unacceptable. In particular,
employees should be aware of their own conduct, avoid colluding with inappaproriate
behaviour and co operate fully in any investigation when required. Managers have a
responsibility t o r aise a wareness of e quality and di versity i ssues, be proactive in
promoting a postive working environment and in challenging and erradicating
unacceptable behaviour in the workplace.

SYFR encourages employees who witness an act o f ha rassment, v ictimisation,
discrimination or bullying to challenge the inappropriate behaviour wherever possible.
If employees are unable to do this, they should report the incident to their line
manager, Transactional HR, or the Equality and Diversity team. Witnesses may also
want to make the recipient of the inappropriate behaviour aware that they witnessed
the behaviour, that they find it unacceptable and to offer them support.

Complaints of ha rassment, v ictimisation, di scrimination or bul lying m ust not be
ignored, but investigated whilst ensuring the rights of all involved are protected.

DEFINITIONS OF HARASSMENT, VICTIMISATION, DISCRIMINATION AND BULLYING

16. SYFR has taken into a ccount t he i nformation co ntained w ithin r elevant E uropean
Union ( EU) D irectives, | egislative em ployment r egulations, T he S tephen La wrence
Report, Advisory, Conciliation and Arbitration Service (ACAS) recommendations and
the N ational Jo int C ouncil ( NJC) C onditions of S ervice i n det erminingt hese
definitions.
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Dignity at Work

¢ Harassment is where any form of unwanted conduct occurs with the purpose or
effect of violating the dignity of a person and of creating an intimidating, hostile,
degrading, humi iliating o r o ffensive environment. T he key is thatthe r ecipient
views the actions or comments as demeaning and unacceptable

¢ Victimisation is where a person or group receives less favourable treatment than
others becauset hey haver eferredt oo ra ssertedt heir rights under ant i-
discriminatory legislation and/or SYFR policies

e Discrimination i s where one per sonis treated | ess favourably t han anot her
person on the grounds of gender or gender reassignment, race, disability, age,
sexual orientation, religious belief or any other condition that cannot be justified in
job related terms

¢ Bullying is persistent, unwelcome, offensive and intimidating behaviour or misuse
of pow er, which m akes the r ecipient f eel upse t, t hreatened, hum iliated o r
vulnerable and undermines their self-confidence

17. Harassment, victimisation, discrimination and bu llying can come in many forms. It

may happen once or more than once, either way it is unacceptable. Examples could

include:

¢ Verbal abuse, offensive jokes or pranks

e Threatening or insulting behaviour

o Practical jokes, initiation ceremonies or birthday rituals

e Physical abuse such as hitting, pushing or jostling

¢ Rifling through, hiding or damaging personal property

e Unnecessary body contact, including touching or unwanted physical advances

o Offensive material that is inflammatory, including pornography, or abusive
literature or graffiti

e Using e mail or the i nternet for the pu rpose o f bul lying or making abusive or
offensive remarks, or to send pornography, inflammatory material or hate mail

e Leering and/ or comments on dress or appear ance or em barrassing remarks or
jokes

¢ Isolating someone or gossiping about personal characteristics of a colleague which
damage their work reputation

¢ Not respecting a colleagues right to privacy (for example public discussion with
regardst oaco lleagues perceived or act ual se xual or ientation or g ender
reassignment)
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18.

19.

20.

Dignity at Work

Further information and examples of what can constitute harassment, victimisation,
discrimination and bul lying ca n be foundin p aragraph 33, t hough n either | isti s
exhaustive.

Some forms of har assment ar e i llegal and co nstitute gross misconduct fort he
purposes of SYFR'’s Disciplinary Procedure and may lead to dismissal. Examples of
this would be:

e Threatened or actual assaults

e Suggestions or threats by managers or supervisors, that a person’s race, gender,
disability, se xual or ientation, a ge, r eligion or faith co uld af fect so meone’s job
security or prospects

Other forms of ha rassment may co nstitute gross misconduct depen dingo nt he
circumstances of the case

Some types of behaviour covered by this policy may be unlawful and allegations may
give rise to the possibility of civil claims or criminal proceedings, which would proceed
independently of SYFR'’s Investigation Procedure or any proceedings. Such action
could lead to a requirement to pay compensation, or criminal penalties. Further
information on investigations can be found in the SYFR Investigation Procedure.

Any employee who is approached about their behaviour or actions should not dismiss
a complaint out of hand because they were “only joking” or think that the complainant
is being too sensitive. Different people find different things unacceptable and
everyone has the right to decide what behaviour is acceptable to them.

ROLES AND RESPONSIBILITIES

21. Everyone shares a responsibility for unde rstanding the se nsitivities and feelings of
others. Individual obligations go hand in hand with collective responsibility in order to
create an environment of mutual support, tolerance and understanding, to deliver the
best service possible to the communities we serve.

22. Everyone is responsible for ensuring that their conduct does not cause offence and
that they should be prepared to support colleagues who are being harassed, bullied,
victimised or discriminated against. All employees are responsible for speaking out
against any unacceptable behaviour that they may have witnessed.

23. All employees need to be aware of their own conduct and behaviour and how it can
impact on others within the workplace.

24, All em ployees are enco uragedt obringt ot he at tention o ft heir manager any
examples of unfair treatment that they have witnessed or strongly suspect is taking
place.

25. Employees are required to cooperate with investigations into allegations made under
this policy. Further information on i nvestigations can be f ound in the I nvestigations
Procedure.
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Dignity at Work

26. It is the responsibility of supervisors and managers to ensure this policy is carried out,
with a view to developing and maintaining an environment at SYFR in which
harassment and bullying is understood by all to be unacceptable. To this end a copy
of this policy is availablet o al | employees, who ar e ex pected to abideb yits
provisions.

27. False accusations or harassment, discrimination or bullying can have a serious effect
on innocent individuals. Therefore, should investigation show that a false accusation
has been made in bad faith, appropriate disciplinary action will follow. Any individual
subject t o al legations will be of fered full su pport from t he co ntacts highlighted i n
paragraph 10. The Human R esources Function will ensu re t hat t hose i ndividuals
subject to false accusations will receive written confirmation that the case against
them will be cl osed, and inform them of the action that will be t aken to redress the
issue.

28. Any employee, however, who brings a complaint in good faith will not be subject to
any detriment by SYFR and is protected by law. Further information on investigations
and di sciplinary act ionca nbe foundi nt he appr opriate S YFR Policies and
Procedures.

THE GRIEVANCE PROCESS

29. If an individual would like to raise a grievance under this policy, they should follow the
process as explained in the Grievance Policy and Procedure.

INVESTIGATING A COMPLAINT

30. All in vestigations relating tot his policy will f ollow t he pr ocess explainedint he
Investigation Procedure.

31. When a complaint has been upheld it is important that the organisation learns from
experience and puts into practice the necessary changes to policies, procedures and
management approaches. Investigating a co mplaint should be se en as a process of
learning and one of developing longer-term management action. Please see the
Investigation P rocedure for further information on the forms of action management
can take following an investigation.

THE DISCIPLINARY PROCESS
32. If following an investigation an individual is found to hav e co ntravened this policy,

they will be subject to the disciplinary process as explained in the Disciplinary Policy
and Procedure.

UNACCEPTABLE BEHAVIOUR

33. Behaviour that may constitute unacce ptable behaviour as defined by this policy may
include, but is not restricted to:
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RACE

e Threatened or actual physical assault motivated by race, colour, ethnic or national
origins

e Language that is racially offensive or derogatory, whether oral or in writing

e Racist remarks made to or about someone

Calling someone by a name based on race, colour or national origins or nationality,

which may be regarded as demeaning or insulting

e Using offensive terminology
o Deliberate isolation of someone, or non-cooperation on the grounds of race etc.
e The displaying of racist material, including on a computer
e The conspicuous wearing of a tattoo, or wearing a shirt/badge that displays a racist or
racially offensive slogan
GENDER
¢ Unwelcome fondling, patting or touching
e Threatened or actual sexual assault
e Persistent sexual advances or continued requests for dates
e Language of a sexual nature, whether oral or in writing, for example sexual or sexist
remarks made in an email
e Gossiping or speculating about a colleagues private sexual activities
e Jokes or banter of a sexual nature
e Coarse or vulgar humour
e Sexually suggestive gestures
e Leering at someone in a manner that is overtly sexual
e The display of pin-up calendars or pictures of naked/scantily clad bodies
e The displaying of sexually explicit material, including pornographic magazines/DVD’s
e Gender-based jokes or banter that may be demeaning or derogatory
¢ Calling someone a name with a gender-bias or stereotype, i.e. “dumb blonde”
e Playing of pranks on someone who is the only woman or man in the workplace
¢ Discrimination in job or promotion selection on the basis of gender reassignment
e Unnecessary discussion or speculation about a persons gender reassignment
SEXUAL ORIENTATION
e Homophobic remarks or banter
e ‘Outing’ of a colleague as gay, lesbian or bisexual
¢ Gossiping or speculating about someone’s actual or perceived sexual orientation
¢ The use of offensive terminology in relation to sexual orientation
e Deliberate i solation of s omeone or non -cooperation on t he gr ounds of someone’s

perceived or actual sexual orientation
e Teasing directed at someone based on account of the fact that they have a same-sex
partner or a family member who is gay, lesbian or bi-sexual

RELIGION & BELIEF

e Threatened or actual physical assault motivated by religious or belief differences

o Derogatory remarks made about a particular religion, or about a person on the
grounds of their religion or belief

o Jokes or banter based on religion

o Teasing someone on the subject of religious convictions or practices

e The conspicuous wearing of a tattoo or slogans thatis offensive to someone of a
particular religion
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DISABILITY

Pranks played against a disabled employee

Jokes or banter based on disability generally

Offensive terminology in relation to disability

Mimicking someone with a disability

Deliberate isolation of someone or non-cooperation on the grounds of a disability
Unnecessary discussion of a persons looks or physical attributes

Intrusive questions about a persons disability

Gossiping or speculating about a persons actual or perceived disability
Discrimination in job or promotion selection on the basis of a persons disability

AGE

Jokes or banter based on someone’s age, i.e. “wet behind the ears”, or “over the hill
Deliberate isolation of someone on the grounds of their age

FAMILY / CARING COMMITMENTS

Discrimination, victimisation or unfair treatment on the basis of a persons family or
caring responsibilities

Unfair treatment on the basis of parental / adoption leave or responsibilities

Unfair treatment on the basis of an someone’s right to request flexible working as a
parent or carer

POLITICAL / TRADE UNION ACTIVITIES

Discrimination, victimisation or unfair treatment on the basis of someone’s political
beliefs, including political activities

Discrimination, victimisation or unfair treatment on the grounds of someone’s trade
union membership and / or activities

NB: This is not an exhaustive list.

If you require any further guidance on this policy please contact the
Human Resources Function
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Dignity at Work

“WHAT IF | AM ACCUSED...?” Appendix A

o If someone approaches you informally about your behaviour, do not dismiss the
complaint out of hand b ecause you “were only joking” or think that the complainant is
being too sensitive.

¢ Remember, different people find different things unacceptable and that everyone has the
right to decide what behaviour is acceptable to them and to have their feelings respected
by others.

e Support for you is available, should you need i t, from a H uman R esources Advisor,
Occupational Health or the Equality and Diversity Advisor.

¢ You may have offended someone without intending too. If thatis the case the person
concerned may be satisfied with an explanation, an apology and an assurance that you
will be more careful in future. Provided that you do not repeat the behaviour, this may
be enough to resolve the matter.

e Youmay be asked totake part in a mediation session where all parties are able to
discuss the issues. A Human Resources Advisor, with support from an E quality and
Diversity Advisor where necessary, will act as mediator and hel p clarify the issues and
resolve the matter amicably.

e Ifa formal complaintis made about your behaviour, this will be deal t with under the
Grievance P rocedure. T he co mplaintw ill be fully i nvestigated ( see | nvestigation
Procedure for further details)and S YFR m ay, i ft he grievancei s upheld, br ing
disciplinary proceedings.

e The allegation may constitute gross misconduct, which if serious and proven, could lead
to dismissal. Further details on what constitutes gross misconduct can be found in the
Disciplinary Policy.

e |f a complaint is made against you which is not upheld, and SYFR has grounds for
believing that the complaint was not made in good faith, SYFR may take disciplinary
action against the person making the false complaint.

o Employees must not victimise a person who has made a complaint, or anyone who has
supported them or given evidence in relation to such a complaint. Such behaviour may
result in disciplinary proceedings. It may be best not to attempt to speak directly to the
person who has made the complaint, but liaise through a colleague or a HR Advisor if
required.

e Some types of behaviour covered by the Dignity at Work Policy may be unl awful and
allegations may give rise to the possibility of civil claims or criminal proceedings, which
would proceed independently of SYFR'’s Disciplinary Procedure. Such action could lead
to a requirement to pay compensation, or criminal penalties.

e SYFR has an obligation to treat all complaints seriously, whilst ensuring all parties are
treated fairly.
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Dignity at Work
Support Contacts Appendix B

SYFR Occupational Health:
E-mail:
Internal support for all staff, strictly confidential.

Human Resource Department: 0114 253 2465 / 253 2430 / 253 2225.
E-mail: Istones@syfire.gov.uk, clewis@syfire.gov.uk, aleech@syfire.gov.uk

SupportLine: 020 8554 9004

E-mail: info@supportline.org.uk

Telephone Helpline providing confidential emotional support to Children, Young Adults and
Adults on any issue. Particularly aimed at those who are vulnerable, isolated, at risk groups
and victims of any form of abuse. Also provides details of counsellors and support groups
across the UK.

The Andrea Adams Trust: 01273 704900

E-mail: mail@andreaadamstrust.org,

Website: www.andreaadamstrust.org

Telephone helpline providing emotional support specifically for anyone being bullied in the
workplace with suggestions on what you can do.

ACAS: 08457 47 47 47
Website: www.acas.org.uk —
For information and advice on employment rights/bullying at work.

DAWN (Dignity at Work Now):

Website: www.dignityatworknow.org.uk

Midlands based support/campaign group who hold informal get-togethers, membership open
to anyone who has experienced bullying or has an interest in bullying.

Just Fight On! Bullying & Equal Pay Support: 01753 610536
E-mail: beps@jfo.org.uk
Website: http://www.jfo.org.uk/legal/beps/support.htm

TUC online: 0870 600 4882
Website: www.tuc.org.uk
Support, advice for anyone being bullied at work.

BullyOnline
Website: www.bullyonline.org
Information, advice, resources relating to Bullying at Work.

Workplace Bullying
Website: www.workplacebullying.co.uk

Workplace Bullying
Website: www.workworries.com
Helps with people problems at work including bullying and employee rights.
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