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Employment & Equal Opportunties Policy

PART ONE - POLICY ON HARASSMENT

Section 1 | Introduction

1.1 The diversity of Cornerstone (East Anglia) Ltd community is one of its greatest strengths, and the Company is committed to
providing a working environment which is responsive to the varied needs of its members. The Equal Opportunities Policy Statement
expresses the need to:

e encourage all available talent and skills, particularly where these have previously been neglected or devalued, with a view to
increasing the representation, at all levels of the Company, of currently under-represented groups

e ensure that work patterns and employment practices are non-discriminatory, recognising the often hidden relationship between
the culture of the institution, the organisation work patterns and the promotion of equal opportunities.

1.2 Harassment in any form undermines this aim, and prevents individuals from contributing fully and effectively to their work.

It jeopardises the achievements and the reputation of the Company and its staff by preventing them from fulfilling their potential.

Harassment may cause members of the Company to under-perform and underachieve, to withdraw from Company life and to lose

their self-respect and confidence. It may also result in stress-related illness or absenteeism, and those experiencing harassment
may change their job to avoid encountering their harasser.

Section 2 | Defining Harassment

Preamble

2.1 This policy employs a deliberately wide definition of harassment, and provides examples of some of its common forms. These
examples are not an exhaustive list. Many people who feel uncomfortable with an aspect of their working environment are often
unsure whether their experience could be defined as harassment. For this reason the initial stage of the Company procedure provides
an opportunity for individuals to discuss their experience with a sympathetic contact.

Definition

2.2 Harassment is unwelcome and unwanted conduct affecting the dignity of staff. The effect of harassment is to create or maintain
a hostile or offensive studying, working or social environment for the person or people experiencing it.

2.3 Ignorance or insensitivity may be a reason for harassment, but not an excuse for it. The Company defines harassment by the
effect it has on its target rather than by the intentions of the perpetrator.

2.4 Harassment can occur between any members of the Company and visitors to the Company irrespective of their status or position
of authority, including staff (whether full-time, part-time, temporary or contract staff] and recipients of the Company ‘s services.
Harassment may or may not be on the grounds of one or more of the following: age, class, colour, disability, ethnicity, ex-offender
status (save as legally permissible), family responsibility, HIV status, gender, marital status, nationality, race, religious or political
beliefs, sexual orientation, special needs or trades union membership.

It may make overt reference to one of the factors above, or one of the factors may be the cause of differential treatment.

It may take the form of a single incident or a series of events.

It may be an abuse of power by someone in a position of seniority, or an attempt to undermine someone in a position of authority.
It may be an abuse of power by a majority group over an individual or minority group.

Its target may be an individual, or a group (e.g. women).

It may be carried out by an individual or a group (e.g. members of a society).

Some types of harassment

2.5 Harassment may take the form of:

e verbal, physical or psychological abuse

e threats of, or incitement to commit, the above forms of abuse
e unwarranted differential treatment
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e exclusion from work and work-related events (including development opportunities and placements)
e bullying, intimidation

e non-cooperation, isolation, intrusion or coercion

e  stereotyping, objectification or infantilisation

e ridicule of personal traits or characteristics

e oral orvisual representations of offensive material or views (e.g. graffiti, insignia, songs)

e malicious telephone calls or mail (including computer material).

Racial harassment
2.6 In addition to the types of behaviour above, racial harassment may also take the following forms:

e hostility towards a person’s religion, language or culture (which may take the form of ridicule or intolerance)
e racist "jokes', imitations, name calling; refusal to use non-anglicised names
e publicity for or recruitment to racist or fascist organisations or meetings.

Gender and sexual harassment

2.7 Sexual harassment may occur on the grounds of gender or sexual orientation. In addition to the types of behaviour above, sexual
harassment may also take the following forms:

e unwanted physical contact

e suggestive or inappropriate looks or comments about appearance or behaviour
e demands for sexual favours

e compromising suggestions or requests

e the expression of homophobic views

e speculation about sexuality, sexual activities or sexual health

e undervaluing, marginalising, excluding, ignoring by one gender of the other.

Section 3 | General Principles

3.1 The Company is committed to investigating known or suspected instances of harassment in order to prevent collusion or
indifference. Therefore, in order to protect other staff, the Company cannot guarantee not to pursue an allegation of harassment once
it has been brought to its notice.

3.2 The Company ‘s anti-harassment policy and procedure recognises the importance of the following principles:

e the treatment of harassment as a serious breach of Company conduct

e the creation and maintenance of a supportive environment in which harassment is known to be unacceptable

e taking any action necessary to maintain a harassment-free environment

e empowerment of those who are subjected to harassment to feel confident about making a complaint if they wish to do so

e aresponse to alleged incidents of harassment which, while consistent with our legal duties, is confidential and sensitive

e the provision of a range of sanctions which reflect the seriousness of the offence, including suspension, dismissal and expulsion

e the development of an anti-harassment procedure which attempts to redress any power imbalance which may be a feature of
incidents of harassment

e within these wider aims, the protection or support of complainants and a sensitive handling of incidents. No-one alleging in good
faith that they have been harassed shall be subjected to recriminations, whether or not in the final instance the complaint is
upheld

e the protection of the rights of those wrongly accused of harassment. Just as harassment is regarded seriously, malicious
or frivolous accusations will be viewed as a serious matter by the Company and could lead to disciplinary action, or legal
proceedings

e the upholding of the principle that an investigation into an accusation of harassment does not of itself imply that the Company
believes harassment to have taken place and that staff accused of harassment are innocent until the complaint of alleged
harassment is upheld.

A note on harassment and the law

3.3 The Companie’s anti-harassment policy and procedure have been adopted as a result of the moral imperative to eliminate all
forms of harassment from our community. Harassment may be unlawful under the Sex Discrimination Act 1975, the Race Relations
Act 1976, the Health and Safety Act 1974 and the Disability Discrimination Act 1995, and a criminal offence under the

Criminal Justice and Public Order Act 1994 (with liability to a prison sentence of up to six months) or other areas of

criminal or civil legislation. Under these acts an institution in which harassment occurs may be accused of breaking

the law, either for neglecting to provide adequate protection against harassment, or for failing to respond appropriately

when an instance of harassment has been brought to its attention.
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3.4 Where conduct may amount to a criminal offence the Company reserves the right to refer the matter to the police. In such
circumstances, action under the Companie’s internal procedures may be suspended or delayed but the Company also reserves the
right to continue any such action during and/or after any police investigations and subsequent actions under the criminal law.

Section 4 | Scope of the Policy
4.1 The Companie’s anti-harassment policy and procedure applies to all members of the Company:

e all staff employed directly by the Company whatever their position or contract
e any staff working temporarily for the Company

4.2 The Company anti-harassment policy and procedure also covers staff in the following categories:

e  Company staff working elsewhere on collaborative programmes
e  Company staff on placements, trips and conferences, and similar activities.

Instances of harassment of one Company member by another at such events shall be handled in the same way as those which occur
on Company premises or in the course of normal Company business.

4.3 Recipients of the Companie’s services [service users) will be routinely informed that harassment of others will not be tolerated
on Company premises or in the course of Company activities and that action will be taken against harassers.

Section 5 | Authority and Responsibility

5.1 The Managing Director (or her or his nominee) will have the ultimate responsibility for the operation of the Companie’s anti-
harassment policy and procedure.

The company responsibility

5.2 This policy attempts to address the issue of harassment with strategies for prevention as well as for “cure’. In order to create
and maintain a harassment-free environment it is necessary to do more than deal effectively with any incidents which occur. The
Company is committed to creating a culture which upholds the rights and the dignity of its staff.

The management of the Company has particular responsibilities and obligations imposed on it by virtue of the law relating to
harassment concerning incidents about which it has knowledge or ought to have had knowledge.

The Company is therefore committed to the provision of the following:

e senior management to contribute to a harassment-free environment

e appropriate training for Equal Opportunities Representatives, Harassment Advisers and line managers to fulfil their roles in the
anti-harassment procedure

e  extensive publicity and ‘awareness-raising” about the anti-harassment policy and procedure for new and existing staff

e information about its anti-harassment policy and procedure for agencies in a contractual relationship with the Company

e sufficient resources to collate and analyse annual monitoring of awareness and use of the various stages of the anti-harassment
procedure.

e The Policy, and procedures supporting it, will be monitored and reviewed at regular intervals by Personnel Services and/or the
Equal Opportunities Advisory Group.

Individual responsibility

5.3 Every individual working for the Company has a responsibility to support the Companie’s anti-harassment policy in her or his
conduct towards others. Individuals also have a duty to speak out if they witness harassment occurring.

PART TWO - PROCEDURE FOR DEALING WITH HARASSMENT

Section 1 | Introduction - The Stages of the Procedure
1.1 The Company has procedures for dealing with harassment which make provision for informal and/or formal resolution.

1.2 The use of the words “informal and “formal does not represent a judgement on the “seriousness’ or otherwise of incidents, or
the level at which they are resolved.

1.3 During the " informal’ stage, complainants have the opportunity to seek advice or referral information. Some allegations of
harassment may not require formal resolution; others may not be amenable to an informal stage. Wherever possible, however, the
aim is to achieve informal resolution of the problem being encountered.
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1.4 The ‘formal stage of an investigation begins when an incident is reported to the Management (in the instance of complaints
against employees).

1.5 Staff may also approach relevant Directors for advice and more active representation should they wish.

Section 2 | Initial advice for those experiencing behaviour they believe to constitute harassment
2.1 Anyone experiencing behaviour which is believed to constitute harassment is advised to take the following steps:

to talk to someone about the incident(s]:

e either atrusted friend or colleague (though s/he will have no official locus)
e one of the Equal Opportunities Representatives (see below)

e the Director with responsibility for Equal Opportunities

e to keep arecord of the incident(s), noting details such as times and dates, precisely what occurred, whether anyone witnessed
the incident(s), and whether anyone was told about the incident(s) at the time

e if possible, and accompanied/assisted if the complainant so wishes, to approach/write to the alleged harasser, to seek informal *
resolution of the behaviour

e to keep arecord of the outcome of any meeting with the alleged harasser.

* Note: Grievance procedures in general stipulate that the complainant should attempt informal resolution as a first step. Given the
nature of the grievance in cases of harassment, this may not be appropriate, and therefore the anti-harassment procedure differs in
this respect from other Company procedures.

Equal Opportunities Representatives
2.2 Equal Opportunities Representatives (E.O.Rs) play an important role in the Companie’s harassment procedure by:

listening sympathetically to those who feel they are being harassed, without passing judgement
explaining the Companie’s anti-harassment procedure

outlining the courses of action available, under Company procedures or otherwise

knowing about other sources of help, e.g. counselling or legal advice

giving advice without directing the enquirer towards a particular course of action.

2.3 Those against whom an allegation of harassment has been made may also approach EORs for informal help and advice, or a
union representative.

2.4 Once an approach to an EOR has been made the EOR will make a response as soon as possible, normally within two working
days.

2.5 An EOR may seek advice from a Harassment Adviser or from the Managing Director.

2.6 EORs will keep anonymous records of their cases in order that the Company can monitor how the procedure is functioning and
make improvements as necessary. A standard pro-forma for record-keeping purposes is attached at Appendix 1.

Neither complainants nor alleged harassers should be identifiable from these records, which will be kept in manual form. They will
describe the nature of the case in broad terms, normally using categories, e.g. a female member of staff requesting a copy of the
anti-harassment procedure and information about staff counsellors. Complainants who are apprehensive about this can ask to see
the EORS’ records. These records will be brought together in a file held by the Managing Director.

2.7 The following provisions are made for EORs:

e access to a private room and a confidential telephone line when needed
e periodic meetings to support their function.

Section 3 | Subsequent Action
Conciliation

3.1 To further the aim of informal resolution wherever appropriate and possible, the alleged harasser may be approached by

the complainant (if the latter so wishes) with a friend or colleague, or by an appropriate intermediary, e.g. an EOR or the Senior
Personnel Officer, to seek an outcome satisfactory to the complainant. The complainant may also wish to approach her/his manager
to facilitate an informal resolution to the matter, this may include the manager facilitating a meeting between the alleged harasser
and the complainant. Alternatively, the complainant may put his/her objections and wishes in writing to the alleged harasser. The
purpose is to make it clear that the behaviour is unwanted, that the complainant wishes it to stop, and that further action will be
taken if it persists.
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Harassment Advisers

3.2 Harassment Advisers will be members of the Company trained in matters relating to equal opportunity issues. Harassment
Advisers are permitted to act as EORs, but may not play a role in both the initial and more formal stages of any one complaint.
Complaints against employees

3.3 If a employee, wishes to make a formal complaint of harassment against a member of staff this should be made in writing to the
relevant senior manager. If this person is implicated in the allegation, it should be reported to his or her line manager. The complaint
should be copied to the Managing Director.

Deciding the appropriate level
3.4 The Managing Director will determine the correct process to apply, together with the appropriate level for dealing with the case.
The investigation

3.5 Where an investigation into the complaint is to be made, it will be undertaken by an investigatory team which will include:
e aHarassment Adviser, preferably with a knowledge of the type of alleged harassment.
e aSenior Manager

The investigatory team will also include a person representing the line manager.

3.6 The investigation will normally entail the investigatory panel interviewing the complainant, the alleged harasser and any other
relevant persons such as witnesses. After gathering and considering the evidence the investigatory team will write a report which
should be accompanied by relevant documentation, including copies of statements and agreed notes of interviews. The report will
summarise the investigation procedure, clarify the allegation(s) and list the evidence. The report will outline the facts of the case as
determined by the investigation and recommend whether or not there is a case to be answered. The conclusions of the Harassment
Adviser must be included in the investigatory report and will either endorse the conclusions of the team or will appear as a “minority
report” where necessary. The report shall present only the facts of the case as determined by the investigatory team, and may not
include recommendations for consequent action i.e. whether disciplinary action should be invoked. If institutional or organisational
issues have been identified during the course of the investigation the investigatory team will produce a separate report with
recommendations for action to address these issues.

3.7 The investigatory team will present the report to the senior line manager at a formal meeting. Both the complainant and the
person against whom the allegation of harassment is made will attend the meeting and may be accompanied by a friend, colleague or
representative who shall not be acting in a legal capacity. The purpose of the meeting is for the investigatory team to outline the facts
of the case to the senior line manager who will make a decision as to whether to invoke the formal disciplinary procedure or whether
other formal and/or informal action will be taken. Both the complainant and the alleged harasser will have an opportunity to state
their case to the senior line manager before a decision is made. The meeting will be recorded by a member of the staff.

3.8 Where a hearing is subsequently set up under the disciplinary procedure, specialist advice should be available. This will come
from either:

a Head of Personnel Services or Senior Personnel Officer (Equal Opportunities)
and/or

a nominated Harassment Adviser who has not previously been involved in the case, who is chosen on the basis of her/his
understanding of the issues raised by the complainant.

Time limits

3.9 The investigation will be set as soon as possible, at times agreeable to all parties, and will normally be completed within three
weeks from the date when the formal complaint was received.

Any disciplinary hearing, where this becomes necessary, will normally be held not more than six weeks from the date when the
formal complaint was received.

Approved by Tom Eden, Commercial Director (January 2018)
To be reviewed January 2019
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