Neath Port Talbot Stroke Group’s Harassment and Bullying
Policy and Procedure

Introduction

Neath Port Talbot Stroke Group (NPTSG) is committed to ensuring that
its working environment is one in which all staff, trustees, volunteers and
attendees are able to feel supported and valued and therefore will not
tolerate harassment or bullying in any form. NPTSG encourages
respectful, considerate and dignified working relations between
members, volunteers and attendees.

Forms of Harassment and Bullying

Harassment and bullying does not simply depend on the intention of the
offender, but rather the impact of that behaviour on others. Some may
not realise that their behaviour constitutes harassment or bullying. All
staff, trustees and volunteers need to think about behaviour and reflect
whether it might be unacceptable or offensive to colleagues. What one
person may find acceptable may cause distress to another.

Forms of harassment and bullying include:

e Physical Contact - Including unwanted or unnecessary
touching, patting, pinching or brushing against another person’s
body, assault, physical threats, unwelcome advances,
threatened or actual violence.

e Verbal Conduct - Including unwelcome propositions, remarks,
lewd comments, abusive language, jokes or taunts based on
age, disability, gender reassignment, marriage and civil
partnership, pregnancy or maternity, race, religion or belief, sex
or sexual orientation.

e Unacceptable Conduct - Any actions that denigrate, ridicule or
intimidate, including forms of aggressive behaviour, unfair
allocation of work, ignoring or excluding attendees, or actions
which lead to individuals being isolated or excluded due to their
refusal to accept the behaviour of others.

These examples are not exhaustive, but illustrate elements of
harassment and bullying which NPTSG deems to be unacceptable.



Procedure for dealing with complaints of harassment and/or
bullying

Informal Procedure

Any trustee, attendee or volunteer who believes they are being harassed
or bullied could consider taking informal steps to deal with the situation.
These could include:

e Talking to the perpetrator stating that the behaviour is unacceptable,
unwanted and/or offensive, and asking them to stop.

e \Writing to the perpetrator stating that the behaviour is unacceptable,
unwanted and/or offensive and asking them to stop. (If you feel
unable to talk to the perpetrator directly and decide to write to them,
it is a good idea to keep a copy of the letter you send them).

e If you feel unable to take either of the steps outlined above you may
want to speak informally to a trustee and ask for their help in
speaking to the perpetrator on your behalf.

It is also a good idea to keep a record of any incidents with a note of the
date, time, location, and what was said by all those involved. This
information may be needed if you need to make a formal complaint.

Formal Procedure

If the harassment or bullying is thought to be serious, or if it continues
following an informal request to stop, trustees, attendees or volunteers
may use the formal procedure. The complaint should be made in writing
stating:

The name of the perpetrator.

The nature of the harassment or bullying.

Dates and times when harassment or bullying occurred.
Names of any witnesses (if any).

Any action already taken to stop the harassment or bullying.

The alleged harasser or bully will be informed that a complaint has been
made against them.

The relevant trustee, supported by NPTSG trustee members, will carry
out a full investigation of the complaint. The investigation will be carried



out within 10 working days with confidentiality being maintained at all
times. The alleged harasser/bully will be interviewed as part of the
process and may be accompanied by an attendee, family member or
carer. Witnesses to the alleged events (if any) will also be interviewed
as part of the investigation.

If a trustee is the alleged perpetrator of the harassment or bullying, then
the trustee, volunteer or attendee should make their complaint in writing
to the Secretary, giving the information outlined above. The Secretary
will carry out a full investigation as outlined above within 10 working
days.

If any investigation as part of this procedure is going to take longer than
10 working days, the person making the complaint will be informed in
writing of the delay and will be given a date by which the investigation
will be completed.

Following the completion of the investigation, both parties will be
informed of the outcome.

If the complaint is unsubstantiated, the alleged perpetrator must be
informed of this in writing.
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