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Dignity at Work Policy & Procedure

Statement for Trustees, Staff, Volunteers, Tenants, Users and Visitors

2. Dignity at Work Principles 

2.1 Tang Hall Community Centre is commi�ed to the following Dignity at Work Principles: 

Statement 1.

Tang Hall Community Centre is commi�ed to providing an inclusive, accessible and 
welcoming environment which supports a diverse and culturally rich community. We will 
inspire our users, volunteers and staff to value equality, diversity and inclusion.

1.1

To fully achieve these commitments set out within our values and the Equality, Diversity and 
Human Rights policy, the rela�onship between the Community Centre and its staff must be 
conducted in a manner which values, uncondi�onally, respect for the dignity of staff as 
individuals. Any form of bullying and harassment is, therefore, unacceptable. 

1.2

All staff are expected to behave towards staff, managers and other members of the Centre 
community in an appropriate manner in accordance with the principles highlighted below. In 
return, the Centre expects the same of its users, customers, volunteers and external 
organisa�ons in their dealings with Tang Hall Community Centre staff.  Staff should refer to 
the Dignity at Work procedure where they have any concerns about the behaviour of those 
whom they come into contact with during the course of their work. 

1.3

Raising awareness of the effect of behaviour on others.●
Assis�ng staff to find effec�ve ways to deal with behaviour they find difficult and / or 
unreasonable. 

●

Eradica�ng discriminatory prac�ces and guaranteeing equal treatment and opportunity 
irrespec�ve of age, disability, gender reassignment, marriage & civil partnership, pregnancy 
& maternity, race, religion or belief, sex and sexual orienta�on. 

●

Dealing with behaviour that undermines an individual’s self-esteem, confidence or mental 
health. 

●

Providing working condi�ons that respect each member of staff’s health and safety at work. ●
Being honest in communica�ons with staff and open in sharing informa�on limited only by 
legal and commercial constraints. 

●

Listening to and, where possible, ac�ng on staff’s ideas and requests. ●
Engaging in fair procedures in dealing with complaints from or against members of staff. ●
Engaging in discussions, in good faith, when conflicts arise. ●
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3. Responsibility for Dignity at Work 

3.1 This Policy and Procedure places a responsibility on managers and staff to create and 
maintain a posi�ve working environment. All staff have a role to play in crea�ng a work 
climate free from harassment and bullying. 

3.2 All members of the Tang Hall Community Centre, staff, volunteers and users are 
responsible for helping to ensure that individuals do not suffer any form of bullying or 
harassment, and that they are encouraged and supported in any legi�mate complaint. 

3.3 Every member of Community Centre staff will be accountable for the opera�on of 
the principles of this policy, as they carry responsibility for their own behaviour and ac�ons. 

3.4 Managers are responsible for seeking to prevent any infringement of the Policy 
amongst the staff for whom they are responsible and for inves�ga�ng complaints in 
accordance with the procedure set out below. 

3.5 To  ensure a fair process, it will be necessary to provide the person alleged of the 
wrongful behaviour with enough informa�on about the allega�on to be able to defend 
themselves. 

3.6 It is important that the complainant feels confident that their complaint will be 
treated confiden�ally. The complaint should not be discussed with anyone except those 
detailed in the above procedure .

4. Defini�ons of Bullying and Harassment 

4.1 The terms bullying and harassment are o�en used to mean the same thing. In 
general, they can be defined as behaviours directed towards an individual that are 
unwelcome, unwarranted and causes a detrimental effect. It is important to remember that 
bullying and harassment can occur for many reasons. However, there is addi�onal protec�on 
within law for people who are harassed due to a par�cular personal characteris�c. Appendix 
1 provides further guidance on these specific defini�ons of harassment and examples of 
unacceptable behaviour. 

5. Raising a Complaint of Bullying or Harassment 

5.1 All members of the Tang Hall Community Centre are en�tled to work in an 
environment free from in�mida�on, harassment and discrimina�on. If an individual feels 
they are being subjected to such behaviour it should not be ignored, as if le� unchecked it 
may not go away. Any complaint made under this procedure will be taken seriously.

6.  Informal Resolu�on 

6.1 Tang Hall Community Centre is commi�ed to dealing with issues affec�ng staff 
effec�vely, without unreasonable delay and in an atmosphere of shared trust and 
confidence. It is the policy of the Centre to resolve the vast majority of complaints informally.  
Appendix 2 provides addi�onal prac�cal guidance for managers on how to receive and 
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respond ini�ally to a report of bullying or harassment. 

6.2 Where the complainant feels able to do so, they should raise the problem 
immediately with the person concerned, directly or in wri�ng. A note should be kept 
detailing the incident, date(s) of the conversa�on with the individual and what was said. This 
may be needed as evidence should the problem con�nue or subsequently reoccur. 

6.4 Where the complainant feels unable to approach the individual on their own, they 
should raise their concern with their manager so that the ma�er can be addressed and 
resolved informally. 

6.5 Where the concern relates to the ac�ons of the staff members manager the staff 
member should discuss the ma�er informally with the Chair of Trustees (or other, as 
appropriate). 

6.6 The manager or nominated trustee should seek to resolve the ma�er without delay, 
speaking to both par�es and undertaking further inves�ga�on, if necessary. Media�on may 
be one op�on for considera�on, please see below for further informa�on. At all �mes, the 
manager or nominated trustee should ensure the staff member is kept informed of 
developments. 

6.7  The person concerned may be unaware that their behaviour is inappropriate and 
oblivious to any objec�on to it. The informal approach gives an opportunity for the individual 
to be made aware of the impact of their behaviour and adapt it accordingly. 

6.8 If it is not possible to resolve the complaint informally or if it is not appropriate, the 
formal complaint procedure may be invoked. 

7. Media�on 

7.1 When an individual raises a concern it may be appropriate to consider whether 
media�on should be proposed as a means of addressing the complaint. Advice can be sought 
from the nominated Trustee member about the appropriateness of such a step. Equally, at 
any subsequent stage in this procedure, the par�es may request that the ma�er be referred 
for media�on.

 
7.2 Media�on involves the appointment of a third-party mediator who will discuss the 

issues raised by the complaint with all of those involved and seek to achieve a solu�on. 

8. Formal Complaints 

8.1 If the complainant feels unable to follow the informal procedure detailed above, or if 
informal methods have not succeeded, they should make a formal complaint to the 
nominated member of the Trustees.

8.2 If the complaint is about a nominated member of the Trustees, then this should be 
referred to a second nominated trustee. 

9. Inves�ga�on 

9.1 On receiving a formal complaint, the nominated Trustee (or other, as appropriate) 
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will appoint an appropriate Inves�ga�ng Officer who will be of at least the same level of seniority as 
the alleged perpetrator. 

9.2 The inves�ga�on shall be carried out promptly to discover all the relevant facts. 

9.3 Any inves�ga�on should be completed as soon as reasonably prac�cal and without 
undue delay.  When commencing the inves�ga�on, the perpetrator should be no�fied of the 
allega�on and that an inves�ga�on will be started to establish the facts.

9.4 Par�es involved at the inves�ga�on stage may present evidence to a subsequent 
disciplinary hearing but may not be involved as a member of any disciplinary panel. 

9.5 In excep�onal circumstances the member of staff who appoints the Inves�ga�ng 
Officer, may recommend to the Chair of Trustees the suspension of one or both of the par�es 
involved for the dura�on of the inves�ga�on and, where necessary, any subsequent formal 
process. Such circumstances may arise where the con�nued presence of one or both par�es 
may impede a full and thorough inves�ga�on; or where a con�nued presence of one or both 
par�es is disrup�ve to the normal working of the Centre. In such circumstances it must be 
explained that suspension is not a form of disciplinary ac�on and does not imply judgement 
of either party. Any decision to suspend will be confirmed in wri�ng. Suspension will be on 
full (basic) pay while the inves�ga�on proceeds. This payment would normally con�nue un�l 
the procedure has been exhausted unless the staff member fails to par�cipate in the 
procedure. 

10. Result of Inves�ga�on 

10.1 Depending on the result of the inves�ga�on the following op�ons are available:- 

10.2 It should be noted that false or malicious allega�ons made in bad faith may 
themselves become the subject of the disciplinary procedure. 

Staff being interviewed as part of an inves�ga�on may be accompanied by a colleague. i.
Total confiden�ality should always be maintained by all the par�es involved. Where 
maintenance of confiden�ality may inhibit the inves�ga�on, this should be discussed with 
the complainant in the first instance. 

ii.

Breach of confiden�ality by any party may in itself be a disciplinary offence. iii.
Those inves�ga�ng complaints must ensure that the rights of the person against whom the 
complaint is made are protected as well as those of the complainant. 

iv.

Following comple�on of the inves�ga�on, both par�es will be informed of the outcome 
within 15 working days. All par�es will be kept up to date on �mescales during the 
inves�ga�on and any poten�al delays in providing the outcome report. 

v.

Following subsequent disciplinary ac�on taken as a result of the inves�ga�on will be dealt 
with under The Centre’s disciplinary policy. 

vi.

If the allega�on is admi�ed or a clear-cut case, relevant disciplinary procedures may be 
invoked. 

i.

If no obvious case for establishing the allega�on is made out or the allega�on is unproven a 
confiden�al record of the complaint and the response will be made by the person receiving 
the report (in most instances this will be the complainant’s manager). A copy of the record 
will be circulated to both par�es and a copy kept on both personal record files. 

ii.
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11. Appeal 

11.1 In the event of no ac�on being taken the complainant may ini�ate an appeal against 
the decision. 

11.2 The individual should submit their appeal in wri�ng, sta�ng the grounds of appeal, 
to the Chair of Trustees within 10 working days of receipt of the outcome. The appeal will be 
considered by an appropriate member of Board of Trustees.

11.3 The complainant must be given reasonable no�ce of the appeal mee�ng and advised 
of the en�tlement to be represented by a colleague. The appeal will involve a review of all 
documentary evidence and must include a discussion with the complainant. 

11.4 Once all evidence has been considered, the member of Board of Trustees 
considering the appeal, who will no�fy the complainant of the outcome in wri�ng within 5 
working days. There will be no further right of appeal.
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APPENDIX 1 

Defini�on and Examples of Harassment 

Legisla�on 

Legal protec�on from harassment is enshrined in the Equality Act 2010 and in other legisla�on. The 
Equality Act defines harassment as “unwanted conduct related to a relevant protected characteris�c, 
which has the purpose or effect of viola�ng an individual’s dignity or crea�ng an in�mida�ng, hos�le, 
degrading, humilia�ng or offensive environment for that individual”. 

The relevant protected characteris�cs are age, disability, gender reassignment, marriage & civil 
partnership, pregnancy & maternity, race, religion or belief, sex and sexual orienta�on. The 
complainant need not possess the relevant characteris�c themselves and can be because of their 
associa�on with a person who has a protected characteris�c, or because they are wrongly perceived 
to have one, or are treated as if they do. 

The percep�ons of the recipient of the harassment are very important and harassment can have 
been deemed to have occurred even if the inten�on was not present, but the complainant felt that 
they were being harassed. In deciding whether conduct has had an in�mida�ng, hos�le, degrading, 
humilia�ng or offensive effect the percep�ons of the recipient must be taken into account along with 
the other circumstances of the case and whether it is reasonable for the conduct to have had that 
effect. 

What is Harassment? 

Harassment can take many forms and may be directed against persons of any gender, towards people 
because of their age, disability, gender reassignment, marriage & civil partnership, pregnancy & 
maternity, race, religion or belief, sex and sexual orienta�on. It may involve ac�on, behaviour, 
exclusion, comment or physical contact which is found objec�onable or which causes offence and 
can result in the recipient feeling threatened, humiliated, in�midated, patronised, demoralised or 
undermining their confidence in their ability. It is for the person on the receiving end of any 
behaviour to decide whether they find it unacceptable. 
Examples of unacceptable conduct include: 

Protected characteris�cs 

verbal abuse or insul�ng behaviour; ●
sexist jokes, racist jokes, or jokes about an individual’s age, disability, gender iden�ty, religion 
or belief, culture or sexual orienta�on; 

●

unwanted physical contact ranging from touching to serious assault, including unwelcome 
offers of help and uninvited touching of a disabled person; 

●

unsolicited or unwelcome sexual advances, touching, staring or comments; ●
reques�ng, pressuring or inducing a person to grant sexual favours or submit to sexual 
a�en�ons by the use of threats or inducements; 

●

inappropriate or unwanted ques�oning about a person’s par�cular characteris�c; ●
display or circula�on of sugges�ve or abusive material (including graffi�); ●
bullying, coercive or menacing behaviour; ●
ridicule or exclusion of an individual; ●
deliberately ou�ng another in rela�on to their sexual orienta�on or gender reassignment; ●
inappropriate language or content of emails or pos�ngs online or through social media. ●



Scope: Staff/Users Effec�ve Date: 01/10/2021 Responsible: Trustees
Last updated by/date: 

Trustees/Sept 21
Next Review Date:  
01/10/2023

The following provides some examples of harassment related to the specific areas covered by the 
Equality Act 2010. This is not an exhaus�ve list. 

1.1  Reques�ng, pressuring or inducing a person to grant sexual favours or submit to 
sexual a�en�ons by the use of threats or inducements arising from posi�ons or du�es within 
the Centre, including employment, and condi�ons of employment or promo�on. 

1.2 Unsolicited or unwelcome sexual advances, touching, staring or comments where: 

1.4 Harassment may also include jokes, assump�ons or offensive language etc rela�ng to 
gender stereotypes. 

2. Harassment related to race 

2.1 Any hos�le or offensive act or expression by a person of one racial group against a 
person of another racial group, or incitement to commit such an act, or u�er such 
expression, mo�vated by racial dislike or hatred; 

2.2 Any inappropriate act or expression mo�vated by percep�ons based on racial or 
cultural stereotypes, including ‘jokes’, and assump�ons or intrusive ques�ons about cultural 
prac�ces. 

3. Harassment related to disability 

3.1 The term ‘disability’ can cover physical and sensory impairments, mental illness, 
long-term health condi�ons, learning difficul�es and social or communica�on impairments. 

3.2 Examples of inappropriate behaviour towards disabled people include verbal and 
non-verbal abuse. 

3.3 Verbal abuse includes use of offensive or patronising language, including ‘jokes’, 
asking in�mate ques�ons about a person’s disability, inappropriate assump�ons about a 
disabled person’s social life outside work. 

3.4 Non-verbal abuse includes assuming people with a physical impairment have a 
mental impairment, the “does he take sugar” effect of not addressing the person directly, 
exclusion from social events, and uninvited touching. 

4. Harassment related to gender reassignment 

4.1 Gender reassignment is a personal, social, and some�mes medical, process by which 

Harassment related to gender 1.

the behaviour is repeated or con�nued a�er it has been made clear that it is unwelcome; or a)
it is part of a pa�ern of offensive behaviour by the same person; or b)
an assault is involved. c)

Sexual ‘jokes’ or stories, comments on a person’s appearance or dress, of a sexually 
sugges�ve or offensive character and the display or circula�on of sexually sugges�ve or 
offensive material. 

1.1
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a person changes their gender. Anyone who takes these steps, or who is perceived as taking these 
steps, is protected from discrimina�on under the Equality Act. An individual does not need to 
be accessing trans healthcare to be protected. So, for example, a person who was assigned 
female at birth but who iden�fies and decides to present as a man without undergoing any 
medical procedures would be covered. The Equality Act is not clear about the protec�on of 
people who do not iden�fy as either male or female (e.g. non-binary, gender-queer), 
however they are protected in the Dignity at Work policy.

4.2 Harassment includes behaviour that is offensive, frightening or in any way 
distressing. It includes any hos�le or offensive act or expression, or incitement to commit 
such an act, or u�er such expression, mo�vated by disapproval, discomfort, dislike or hatred 
of people who undergo gender reassignment. 

4.3  Harassment may also include inappropriate acts mo�vated by percep�ons based on 
stereotypes of people who are transi�oning/have transi�oned from the gender assigned at 
birth, such as ‘jokes’, and assump�ons, purposefully ignoring someone’s preferred pronoun 
(he/ she), denying a trans person or people access to the appropriate single-sex facili�es 
such as toilets or changing rooms or prurient ques�ons about the process of transi�oning. 

4.4  Trans individuals should be free to choose who they tell and when about their 
transi�on (planned, ongoing or completed). Some staff may be comfortable for some 
colleagues to know and not others and therefore it is not appropriate to assume that others 
know about a colleague’s transi�on. Deliberately ou�ng another will also be considered as 
harassment. 

5. Harassment related to sexual orienta�on 

5.1 In accordance with the Equality Act the term ’sexual orienta�on’ covers a sexual 
orienta�on towards persons of the same sex, persons of the opposite sex, or persons of 
either sex. Tang Hall Community Centre includes sexual orienta�on towards persons of a 
different gender (non-binary). 

5.2 Harassment includes behaviour that is offensive, frightening or in any way 
distressing. It may be inten�onal bullying which is obvious or violent, but it can also be 
uninten�onal, subtle and secre�ve. It may involve nicknames, teasing, name calling or other 
behaviour which is not with malicious intent but which is upse�ng. It may be about the 
individual’s sexual orienta�on (real or perceived) or it may be about the sexual orienta�on 
(real or perceived) of those with whom the individual associates. Bi-phobia would include 
‘banter’ about being “greedy” or promiscuous. This could amount to bullying or harassment 
related to sexual orienta�on. 

5.3 Lesbian, gay, bi and all non-heterosexual staff should be in control of who they are 
out to and when. Some staff may be comfortable for some colleagues to know and not 
others and therefore it is not appropriate to assume that others know about a colleague’s 
sexual orienta�on. Deliberately ou�ng others will also be considered as harassment. 

6. Harassment related to religion or belief 

6.1 ‘Religion or belief’ covers any religion, religious belief or similar philosophical belief 
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as well as non-belief. 

6.2 Harassment includes behaviour that is offensive, frightening or in any way 
distressing. It may be inten�onal bullying which is obvious or violent, but it can also be 
uninten�onal, subtle, repeated, ongoing and long term. It may involve nicknames, teasing, 
name calling or other behaviour which is not with malicious intent but which is upse�ng. It 
may be about the individual’s religion or belief or it may be about the religion or belief of 
those with whom the individual associates. 

7. Harassment related to age 

7.1  Harassment on the grounds of age may include behaviour based on assump�ons 
about what a person of a par�cular age can / cannot do, excluding a person from 
considera�on for training, promo�on or specific ac�vi�es, referring to a person’s age in an 
appropriate way etc. It may also include ‘jokes’ and name-calling and the expression of age-
related stereotypes. 

8. Harassment related to Pregnancy/maternity  

8.1 Harassment on the grounds of pregnancy or maternity may include If a pregnant 
employee is subjected to disciplinary ac�on or is dismissed as a result of pregnancy-related 
illness, such as morning sickness, this could give rise to a claim for discrimina�on.

9. Harassment related to Marital/Civil partnership 

9.1 Harassment rela�ng to marital/civil partnership may include situa�ons where you 
may be overlooked for promo�on because managers are against civil partnerships and 
choose not to promote you because you’re in such a partnership.  A further example could 
be when a woman applies for a senior job and men�ons at her job interview that she is going 
to get married. She doesn’t get the job because the employer thinks it’s too demanding for a 
married woman.
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APPENDIX 2 

Dealing with Complaints of Harassment – General Guidance 

Receiving a Complaint 

In the event of someone wishing to report an instance of harassment, bullying or other inappropriate 
behaviour you should take the following ac�ons: 

Points to Note 

The following points should be borne in mind when dealing with a complaint of harassment or 
inappropriate behaviour: 

The effects of discrimina�on, harassment and inappropriate behaviour can be severe and it is not 
uncommon for individuals to have a strong emo�onal reac�on to being the recipient of such 
treatment, par�cularly if, as a member of a protected group, they have had such hur�ul experiences 
in the past. It is important that they feel that their complaint is being listened to with respect and 
taken seriously. 

The way in which we deal with their complaint may have a significant impact on the complainant, 
their ability to recover from the incident, and their percep�on of Tang Hall Community Centre. A 
proac�ve and suppor�ve response can do much to help the individual to feel be�er and to redeem 
the reputa�on of the Centre. 

It can take considerable courage for someone to raise a complaint of harassment and at the point of 
disclosure it is important that the individual does not feel that the person they are disclosing to is 
making a judgement on the validity or otherwise of the complaint. At this stage the priority is to let 
the complainant know that Tang Hall Community Centre is concerned that they feel aggrieved and is 
commi�ed to taking ac�on. 

Make sure that the conversa�on takes place in a private place where you will not be 
overheard or interrupted. Ensure that you have sufficient �me to enable the individual to 
talk without feeling rushed. There is a possibility that the person making the complaint will 
be upset or angry so be prepared to respond appropriately to them. 

a)

Reassure the individual that Tang Hall Community Centre takes complaints of harassment 
and inappropriate behaviour seriously and will deal with their complaint as a priority. Any 
informa�on that they give will be treated confiden�ally and not shared with anyone who is 
not directly involved in any subsequent inves�ga�on of their complaint. 

b)

Ensure that the individual is aware of the Dignity at Work Policy & Procedure and 
understands both the formal and informal processes. Explain clearly what will happen next. 

c)

Make sure that the individual is aware of the support that they may access various na�onal 
support groups.

d)

Follow up the conversa�on in wri�ng. e)


