Bullying and Harassment
Purpose
· The policy aims to promote dignity and respect in the workplace.
· It sets out examples of bullying and harassment and outlines steps employees can take if they experience such behaviour.
Definitions
· Harassment: Unwanted conduct affecting dignity, possibly related to personal characteristics (e.g., age, race, sex).
· Bullying: Persistent or regular intimidation that undermines confidence and capability. Can include verbal abuse, physical violence, public humiliation, or subtle undermining.
Examples of Bullying/Harassment
· Spreading malicious rumours
· Ridiculing or demeaning someone
· Exclusion or victimization
· Unfair treatment
· Misuse of power or position
· Unwelcome sexual advances
· Threats about job security
· Undermining competent workers
· Blocking promotion or training
Channels of Abuse
· Can occur face-to-face, in writing, via email, phone, or social media.
What Is Not Bullying
· Reasonable feedback or reprimands related to performance or policy breaches.
Policy Commitment
· The organization commits to preventing bullying and harassment.
· Emphasizes the negative impact on morale, productivity, and staff retention.
What to Do If You're Affected
· Reflect on whether the issue is due to a change in management style.
· Talk to a manager, HR, union/staff rep, or colleagues.
· Consider adjusting workload or working style.
· If sure of bullying/harassment:
· Inform HR or union/staff rep.
· Speak to colleagues or witnesses.
· Keep a detailed diary of incidents.
· Retain relevant documents.
· Follow your employer’s Grievance Procedure for formal complaints.
If You're Accused
· You may be suspended (usually with pay) pending investigation.
· If proven, your employer’s Disciplinary Procedure may apply.

📞 Need Help? Contact JACS for advice: 
· Phone: (01534) 730503 
· Email: jacs@jacs.org.je 
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Harassment Investigation Summary Checklist
✅ Do's
· Act promptly – delays can lead to Tribunal claims if this falls under the discrimination law.
· Recognize sources of allegations: 
· Directly affected individuals.
· Witnesses of harassment.
· Appoint an appropriate investigator/team – consider impartiality and gender balance.
· Document the complaint clearly.
· Explain the investigation process to both parties.
· Gather evidence: 
· Witness names from both sides.
· Emails, texts, letters, etc.
· Prepare fair and open-ended questions for both parties.
· Keep detailed records and notes throughout.
· Write a comprehensive report: 
· Include all evidence.
· Recommend next steps (e.g., disciplinary action), but not the final outcome.

❌ Don'ts
· Dismiss the complaint or the complainant.
· Delay the investigation due to workload.
· Ignore internal procedures (e.g., staff handbook).
· Appoint biased investigators (e.g., close friends of the accused).
· Promise full confidentiality – aim for discretion without compromising the process.
· Overlook witnesses suggested by either party.
· Keep informal or no notes – documentation is essential.
· Fail to update the complainant on progress.
· Avoid making a conclusion – provide a reasoned outcome.
· Allow victimization of the complainant.
· Ignore training or corrective actions if harassment is confirmed.

📝 Key Reminder
A swift and fair investigation can often resolve issues without escalation. Objectivity, transparency, and thoroughness are essential.


