   Letter to Branches
	No. 892/2011
	Ref: LR/FH/DGN
	Date: 25th October 2011


To: All Branches 
Dear Colleague

Harassment in the Workplace

The CWU cannot stress enough the importance of being able to continue to demonstrate in a constructive manner to members that we take harassment issues in the workplace very seriously. The CWU maintains its zero tolerance position on Bullying and Harassment. 

Our CWU harassment and bullying helpline, is available 24 hours a day 7 days a week.  There is also an HCD1 form, which were both introduced as a result of the joint EOC/CWU framework agreement. 
It is vitally important that Branch Secretaries maintain a proactive stance which will enable CWU headquarters to monitor patterns vis-à-vis bullying and harassment. Where this has been done before we have been able to liaise with the Postal or Telecom departments with a view to an appropriate NEC person being allocated into that region to investigate any claims.

Just to act as a reminder the 24-hour helpline number is 0800 107 1909.

A blank copy of the HCD1 form is also attached with this LTB for your use and we would recommend you save this electronically or copies are made as appropriate.

Any enquiries please address to the Equal Opportunities Department.
Yours sincerely,

Linda Roy

Assistant Secretary

              

Attachment: 
[image: image1.emf]W:\harrassment\ LTB45004a FORM HCD 1 final2.doc
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HARASSMENT COMPLAINTS DATABASE


Guidance to Branches


Under the EOC/CWU agreement reached in May 2004, Branches are now required to log all harassment complaints made to them so that these can be recorded onto the CWU National Harassment Complaints Database. Failure to comply with this requirement may result in a breach of the agreement and could trigger a statutory formal investigation against the Union.


· You should ensure that you have read CWU booklet “How to Deal with Harassment – Guidance for CWU reps”. This booklet has been distributed to all CWU reps. via their Branches. This will give you general guidance on all aspects of handling a member’s complaint and the information you will need to obtain from them. It is also available under “Harassment” in the members section of the CWU website at www.cwu.org

· You should also ensure that the member has a copy of “Dignity and Respect! Dealing with Harassment – A CWU Members’ Guide”. This booklet has been sent to all CWU members. This will help to inform the member of what the Union’s responsibilities are, what to expect from the process and what information they will need to provide. It is also available under “Equal Opportunities Information” section. Look under Harassment” in the members section of the CWU website at www.cwu.org

· You should be able to fill in most of the form (except the monitoring section) without the need for the complainant to be present. However, you may want to clarify some points with the complainant. This can be done over the phone or face to face, depending on the circumstances and the wishes of the complainant.  


· PLEASE NOTE THIS FORM MUST NOT BE GIVEN TO MEMBERS TO FILL IN. IT MUST BE FILLED IN BY THE BRANCH SECRETARY OR SUITABLE ALTERNATIVE.

General tips on filling in this form:


· Whether face to face or over the phone, ensure that you and the complainant have some privacy and comfort when filling in the form.


· Respect the possible sensitivities of the complaint.


· It may be necessary to complete the form in more than one session.


· Explain to the member why it is necessary to complete the form, i.e. that it will help the Union to assist them better and will help to identify problem areas. 


· Reassure the member that the information is confidential and that only five people at CWU HQ will have direct access to the database.


· Make sure that you keep the information confidential.


· Explain that the monitoring section is voluntary, confidential and will assist the Union to better understand and represent its members.


· Do not force the member to answer the monitoring questions against their will.


· It may be more comfortable for the complainant to fill in the monitoring section themselves.


The information provided on this form will be recorded onto the Harassment Complaints Database at CWU HQ.  Individual information will be confidential and will not be released to employers or anyone unconnected with the case without the Complainant’s permission.


The Union will, however, analyse general information generated from the database so that reports and stats can be produced.  This will greatly assist the Union to identify problem areas and take appropriate action.

     

Date: 





COMPLAINANT INFORMATION

     

First Name

     

Surname     
        


     

Full 
         



Address &


Postcode


     

Telephone    


Number


     

Email            



Address  




     

Branch Name, 


Contact No.


& Email

     

Complainants


Employer             


                                     

Complainants


Place of Work  


     

Dates of Incidents


Please tick one of the boxes below to indicate nature of the harassment. 

Sex



 FORMCHECKBOX 


Race



 FORMCHECKBOX 


Disability


 FORMCHECKBOX 


Sexual Orientation

 FORMCHECKBOX 


     

Other (Please State)






Alleged Perpetrator (please tick)



Manager


 FORMCHECKBOX 



Colleague


 FORMCHECKBOX 



CWU Representative
 FORMCHECKBOX 



Customer


 FORMCHECKBOX 


Please provide a short description of the incident/s


     

Has complaint been lodged with employer?    Yes
 FORMCHECKBOX 
  No FORMCHECKBOX 


Has member contacted CWU Harassment Helpline?  Yes FORMCHECKBOX 
  No FORMCHECKBOX 
   Don’t Know  FORMCHECKBOX 


Have any other agencies been involved e.g. Equal Opportunities Commission (EOC), Disability Rights Commission (DRC), Commission for Racial Equality (CRE), Citizen’s Advice Bureau (CAB), Solicitors?   Yes FORMCHECKBOX 
  No  FORMCHECKBOX 


IF YES PLEASE STATE 


     

Have any CWU HQ departments been involved?
Yes FORMCHECKBOX 
  No FORMCHECKBOX 


     

IF YES PLEASE STATE 


Has member been informed of right to access ET and has Branch Consultation Form been signed by member


Yes FORMCHECKBOX 
  No FORMCHECKBOX 


Have disciplinary proceedings commenced against the alleged perpetrator?









Yes FORMCHECKBOX 
  No FORMCHECKBOX 


Name, Union Position and Contact Details of CWU Rep REPRESENTING COMPLAINANT

     

Name, Union Position and Contact Address of CWU Rep representing ALLEGED PERPETRATOR (if applicable).


     

     

Short notes on action taken/proposed 


MONITORING SECTION 

This information is voluntary but will help the Union to better understand the make up of its membership, thus assisting us to better represent our members.  This information will be fed only into the CWU’s confidential National Harassment Complaints Database.  It will not be given to employers and it will not allow individuals to be identified.


SEX:

Female     FORMCHECKBOX 

Male    FORMCHECKBOX 


ETHNIC CATEGORY:


 FORMCHECKBOX 

White


 FORMCHECKBOX 

Black African


 FORMCHECKBOX 

Black Caribbean


 FORMCHECKBOX 

Black Other


 FORMCHECKBOX 

Indian


 FORMCHECKBOX 

Pakistani


 FORMCHECKBOX 

Bangladeshi


 FORMCHECKBOX 

Chinese


 FORMCHECKBOX 

Other


Do you have a disability?
Yes   FORMCHECKBOX 
  
No   FORMCHECKBOX 


PLEASE COMPLETE AND RETURN THIS FORM TO:

EMAIL: dgittens@cwu.org

POST:    CWU, Equality Dept, HCD Reports, 150 The Broadway,                  



    Wimbledon, SW19 1RX


