THORNTON WRIGHT

EQUINE VETERINARY SURGEONS

EQUALITY AND DIGNITY AT WORK POLICY
This document sets out the Practice policy on equality, equal opportunities and dignity at work.

The Practice recognises the positive value of diversity, promoting equality and fairness and challenging
discrimination. The Practice is committed to making full use of the talents and resource of all its employees
and to provide a healthy working environment, which will encourage good and productive operations within
the Practice.

The Practice is also committed to ensuring that all our staff are treated with dignity and respect and treat
others in the same way. We believe that all staff have the right to work in an environment which is free from
any form of harassment and/or bullying and that the work environment should be harmonious and
respectful.

This Policy covers inappropriate behaviour, which may include harassment and/or bullying which takes place
either in the workplace or outside the workplace in a work-related context, such as on business trips,
customer or supplier events or work-related social events.

It applies to all staff working for the Practice including casual and agency staff, consultants, contractors,
Directors, employees, homeworkers, the Practice Manager, officers and volunteers.

The Practice takes these matters very seriously. Employees who feel they have been subject to harassment
and/or bullying will be supported and we will not tolerate any retaliation against employees who make a
complaint of harassment or bullying. Disciplinary action will be considered in all cases where a claim of
harassment is substantiated and in relation to any retaliation against an employee who brings a complaint.
Malicious complaints of harassment and/or bullying can also have a serious and detrimental effect and may
also be dealt with under the Practice disciplinary policy.
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General Statement
The Practice will not discriminate or tolerate discriminatory behaviour on the grounds of:

Age (or perceived age)

Disability (past or present)

Gender reassignment

Marriage or civil partnership status

Race, colour, nationality, ethnic or national origins
Religion or belief

Sex

Sexual orientation

Trade union membership (or non-membership)
Part-time or fixed term status

This Policy relates to all aspects of work the Practice undertakes, including employment and recruitment and
selection, dealings with suppliers, customers, clients, patients, distributors, agents, associates, supporters
and others in the course of our business.

The principles set out in this Policy apply,

In the workplace

Outside the workplace in a work-related context, such as on business trips, [customer or supplier
events] or work-related social events

At any time while a member of staff is wearing a practice uniform

Employment
The Practice will treat all employees, workers and job applicants equally and fairly and will not discriminate
against them. This will include arrangements for,

Recruitment and selection.

Promotion, appraisal, transfer and training.

Terms of employment, benefits, facilities and services.

Grievance and disciplinary procedures.

Dismissals, resignations and redundancies.

No employee or potential employee will be disadvantaged by any conditions of employment that
cannot be justified as necessary on operational grounds.

Recruitment and selection
The Practice recognises the benefits of having a diverse workforce and will take steps to ensure that,

The Practice endeavours to recruit from the widest pool of qualified candidates practicable.
Employment opportunities are open and accessible to all on the basis of their individual qualities and
personal merit.

Where appropriate, positive action measures are taken to attract applicants from all sections of
society and especially from those underrepresented in the workforce.

Selection criteria and processes do not unlawfully discriminate.

Where appropriate and necessary lawful exemption (genuine occupation requirements) will be used
to recruit suitable staff to meet the special needs of particular groups.
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e Any third parties acting for the Practice in respect of employment are made aware of the
requirements not to discriminate and to act accordingly.

Training and Development

The Practice will ensure that all employees are encouraged to achieve their full potential. Selection for all
training and career development opportunities will be purely based on merit. Appraisals of performance will
be conducted objectively and on time.

Meeting Individual Needs
The Practice will do its utmost to meet the needs of individuals at work, for example:
e Recognising caring and domestic responsibilities.
e Working patterns - wherever possible training courses and meetings will be planned to allow
attendance by staff working non-standard hours / working patterns.
e Disability — reasonable adjustments will be made where necessary to remove barriers and enable
disabled staff to carry out their roles.
e Religious Practices — time off and suitable facilities for prayer will be provided wherever possible and
requests for annual leave to celebrate religious festivals will be accommodated wherever possible.

Implementing the Policy
The Practice Manager and Directors are responsible for implementing this Policy. The Practice will publicise
this policy internally. A copy of this Policy will be displayed on all notice boards and on the Practice website.

Responsibilities
All employees whatever their status within the Practice will be given a copy of this Policy as part of their
induction.

Conduct and General Standards of Behaviour
All employees are expected to always conduct themselves in a professional and considerate manner. The
Practice will not tolerate behaviour such as,

e Making threats.

e Physical violence.

e Shouting.

e Swearing at others.

e Persistent rudeness.

e Isolating, ignoring or refusing to work with certain people.

e Telling offensive jokes or name calling.

e Displaying offensive material such as pornography or sexist / racist cartoons, or the distribution of

such material via email / text message or any other format.
e Any other forms of harassment or victimisation.

The items on the above list of unacceptable behaviours are disciplinary offences within the Practice and can
lead to disciplinary action being taken.

However, the Practice does encourage staff to resolve misunderstandings and problems informally wherever
possible, depending on the circumstances. Whether dealt with informally or formally, it is important for
employees who may have caused offence to understand that it is no defense to say that they did not intend
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to do so, or to blame individuals for being oversensitive. It is the impact of the behaviour, rather than the
intent, that counts, and that should shape the solution found both to the immediate problem and to
preventing further similar problems in the future.

Complaints of Discrimination
The Practice will treat seriously all complaints of unlawful discrimination on any forbidden grounds made by
employees and third parties who have contact with the Practice and will act where appropriate.

All complaints will be investigated in accordance with the Practice grievance, complaints or disciplinary
procedure, as appropriate and the complainant will be informed of the outcome in line with these
procedures.

The Practice Grievance Procedure is available to any employee who believes that they may have been unfairly
discriminated against. Employees will not be victimised in any way for making such a complaint in good faith.
Complaints of this nature will be dealt with seriously, in confidence and as soon as possible.

Disciplinary action will be taken against any employee who is found to have committed an act of unlawful
discrimination. Serious breaches of this policy and serious incidents of harassment and bullying will be
treated as gross misconduct. Unwarranted allegations that are not made in good faith may also be
considered as a disciplinary matter. Confidential records of on-going matters dealt with in accordance with
this policy will be kept.

Harassment

The Practice position is that no harassment of any kind should take place. What one individual might think
of as harmless could be felt to be harassment by another. Conduct usually becomes harassment if it continues
once it has been made clear that it is regarded by the recipient, as offensive or unwanted, although a single
incident may amount to harassment if it is sufficiently serious.

It is the unwanted nature of the conduct that distinguishes harassment from friendly behaviour that is
welcome and mutual. Staff must always consider whether their words or conduct may be considered
offensive.

Harassment can occur whether or not it is intended to be offensive, as it is the effect on the victim, which is
important, not whether the perpetrator intended to harass them. Harassment need not be directed at the
complainant and can occur if the complainant witnesses another person being harassed.

The meaning of harassment is wide. It is unwanted conduct related to a relevant protected characteristic,
which has the purpose or effect of violating an individual’s dignity or creating an intimidating, hostile,
degrading, humiliating or offensive environment for that individual.

Protected characteristics include age, disability, gender reassignment, race, colour, nationality, ethnic or
national origins, religion or belief, sexual orientation, sex, trade union membership, part time or fixed term
status, power or hierarchy or willingness to challenge harassment.

It is also harassment where behaviour is based on a perception of another person, for example that the
person is gay, or is disabled, whether or not this perception is correct and even if the perpetrator knows that
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their perception is, in fact, wrong. Similarly someone can be harassed because they are associated with
another person, for example, someone who is harassed because they care for a disabled person, or who is
harassed because they are friends with a transsexual person, or a white worker who sees a black colleague
being subjected to racially abusive language which also causes an offensive environment for the employee.

It is important to remember that harassment,
e Depends on the view of the individual on the receiving end of another person’s behaviour.
e Does not depend on the severity of the behaviour — a joke or a throw-away comment could be
perceived as harassment by anyone who hears it.
e Can include behaviour that you hear or see, even if it is not directed at you and has nothing to do
with you.

Harassment is unlawful in many cases and individuals may be legally held liable for their actions. In some
cases, their behaviour may also amount to a criminal offence.

Whilst not an exhaustive list, harassment can include: physical contact, ‘jokes’, offensive language, shouting
or intimidating behaviour, gossip, slander, offensive, insensitive or sectarian songs or messages, displaying
posters or pictures, graffiti, emblems or flags, obscene or offensive gestures, isolation or non-co-operation
and exclusion, coercion for sexual favours or sexually suggestive remarks, pressure to participate in political
or religious groups, intrusion by pestering, spying and stalking, continued requests for social activities after
it has been made clear that such suggestions are not welcome, verbal, non-verbal or physical conduct of a
sexual nature.

Bullying

Bullying is offensive, intimidating, malicious or insulting behaviour, an abuse or misuse of power through
means that undermine, humiliate, denigrate or injure the recipient. It is often related to an abuse of power
or the use of unfair sanctions. It can be subtle in nature and is intended to hurt. It can take place with work
colleagues in public or in private, at work or socially.

Behaviour that is considered bullying by one person may be considered firm management by another. Most
people will agree on extreme cases of bullying and harassment, but it is sometimes the ‘grey’ areas that
cause most problems.

Non-exhaustive examples of bullying may include: persistent, excessive, unfair or unjustified criticism, public
humiliation and/or insults, persistent undervaluing of a person’s effort, copying memos that are critical about
someone to others who do not need to know, deliberately excluding a person from
communications/meetings without good reason, unjustified, excessive monitoring and/or supervision,
ridiculing or demeaning someone for instance picking on them or setting someone up to fail, deliberately
undermining a competent worker by overloading and constant criticism, unfair treatment such as
unreasonably blocking requests for leave, preventing an individual’s progression by intentionally blocking
promotion or training opportunities, intimidating or threatening behaviour or other misuse of power or
position.

Legitimate, reasonable and constructive criticism of a worker’s performance or behaviour, or reasonable
instructions given to a worker in the course of their employment will not, on their own, amount to bullying.

Responsibilities
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All employees have a responsibility to discourage harassment and prevent it from taking place by,

e Reading and understanding this policy.

e Being aware of how your own behaviour may affect others and changing it if necessary.

e Welcoming and valuing others’ opinions.

e Treating each other fairly, equally and with dignity and respect.

e Remaining calm under pressure.

e Challenging or reporting bullying or harassment, whenever it is reasonable to do so and supporting
recipients.

e If a complaint is made, not prejudging or victimising the complainant or the person the complaint is
against.

e co-operating with investigations into complaints made, maintaining confidentiality.

The Practice Manager and Practice Directors have a particular responsibility to prevent harassment taking
place by,
e Ensuring that staff for whom they are responsible understand this policy.
e Creating a working environment in which dignity at work is actively promoted.
e Leading by example by demonstrating a positive behaviour and being sensitive to how others might
perceive their behaviour.
e Using their judgment to correct behaviour that could be considered offensive, even if no complaint
has been made.
e Dealing with all incidents quickly, seriously, sensitively and in confidence and if possible, resolving the
problem informally.
e Using the Practice grievance procedure to deal with any formal complaint by employees of
harassment or bullying brought to their attention.

Methods of Resolution
The Practice will deal with all complaints of harassment promptly, fairly, sensitively and in confidence.

Support
Both the complainant and the person the complaint is about should be supported throughout the process of

resolving the complaint. Support is available from,
e The Practice Manager.
e The Practice Directors.
e ACAS.
e Work colleagues.

Informal Resolution

The aim of this policy is to resolve complaints as quickly, effectively and as fairly as possible and maintain a
positive working environment. This is often best achieved through resolving issues informally. An informal
discussion will often help an individual to understand the effect of their behaviour and agree to change it.

If an employee feels they have been bullied, harassed or is unhappy with someone’s behaviour towards them,
or have witnessed this happening to someone else, the employee could,
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1. Approach the individual to explain the impact of their behaviour and ask for it to stop. This could be
done face to face, by phone or in writing and the employee could enlist the help of someone else,
such as a work colleague.

2. Raise the matter with the Practice Manager who may facilitate an informal discussion to resolve the
issue, if this is felt to be appropriate.

If the complaint involves the Practice Manager, the employee should speak to one of the Practice Directors.

Both parties may wish to keep a record of what has taken place and the Practice Manager should keep a
confidential record of dates, details of the matter and the action taken.

Formal Resolution
If informal methods fail to resolve the problem or are not appropriate, the staff member should raise a
written complaint under the formal stage of the grievance procedure.

Further Information and Review

In the case of any doubt or concern about the application of this Policy in any particular instance or situation,
please consult the Practice Manager or a Practice Director as soon as possible. The Practice will keep its
policy, procedures and practices on equality and dignity at work under review.
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