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	Coverage

This policy applies to all students, staff, contractors and sub-contractors.

References

Crimes Act 1961 (if physical assault is involved)

Employment Relations Act 2000 Part 9

Human Rights Act 1993 Section 62

016 Complaints Resolution

047 Contractors and Subcontractors

Definitions

Harassment is a physical or verbal act, which may include the use of written material or visual behaviour, that is unwelcome, offensive or hurtful, or expresses hostility against or ridicules.  Harassment involves an act which is repeated or significant to the extent that it has a detrimental effect on a person’s enjoyment, performance or opportunities in work or study.  It may involve the threat of negative or promise of positive influence on a situation or achievement in work or study.  It may involve bullying through the use of power to humiliate, intimidate or threaten.

Complainant is the person who believes that s/he has been the subject of harassment.

Respondent is the person accused of harassing another person or group.

Mediation is a process where a neutral person attempts to reach an agreed settlement between the parties.

Investigation is the process where a neutral person examines the circumstances surrounding a complaint and reports her/his findings to the Co-ordinator.  This may result in the Institute taking disciplinary action against a respondent.

Documents and Forms 

· Anti-Harassment information for staff and students

· Information and aids for Contact Persons

· Report forms

(held by Co-ordinator)




1
INTRODUCTION

Manukau Institute of Technology is committed to providing an environment free from sexual, racial or other forms of harassment and will neither tolerate nor condone harassment of staff or students.  The following policy and procedures seek to deal with harassment at the Institute by providing preventative education and procedures for complaints resolution.

2
POLICY

Sexual, racial or other forms of harassment are completely unacceptable at Manukau Institute of Technology.  All staff and students of the Institute will be responsible for guarding against behaviour that could constitute harassment, for fostering the attitude that it is unacceptable behaviour and for addressing such behaviour when it occurs.  The Institute will provide confidential, fair, accessible and constructive avenues for dealing with harassment complaints.

The Institute will promote the anti-harassment policy and procedures to its staff and students.  Manukau Institute of Technology will not tolerate the victimisation of complainants or witnesses involved in an allegation of harassment.

2.1
Co-ordinator
The Co-ordinator will be appointed by the Chief Executive to oversee the appointment, training and support of contact people.  In cases where there is a conflict of interest or commitment the Chief Executive will appoint someone else to the role of Co-ordinator.

2.2
Contact People
2.2.1
Appropriate contact people will be appointed by the Chief Executive, in consultation with the Co-ordinator, to act as advisers to complainants regarding options available.  The composition of the group of contact people should include people with a diversity of characteristics.  Contact people will be trained in their task and undertake ongoing training.

2.2.2
The appointment period for contact people will be three years which may be rolled over.  Contact people can be removed from their appointment at any time by the Chief Executive.

2.2.3
The names of contact people and how to reach them will be displayed in key public places such as the library, student services centre, cafeterias and main staff rooms and will also be available from the Human Resources section.

3
PROCEDURES
3.1
Harassment Education
Staff and students will have access to educational material about the elimination of harassment at the Institute.  All staff, students, contractors and subcontractors will be advised of the Institute’s policy on harassment.

3.2
Co-ordinator
The Co-ordinator will:

· recommend the appointment of contact people to the Chief Executive

· where appropriate, authorise Contact People to undertake resolutions

· keep appropriate resources

· arrange mediators or investigators as appropriate

· publicise the anti-harassment policy, procedures, and contact people

· ensure ongoing education for staff and students about the anti-harassment policy and procedures

· oversee adequate training and resources for contact people

· maintain a record of education and training provided

· provide support for contact people and keep records of their cases

· monitor and modify procedures where necessary

· report annually to the Chief Executive on the number of complaints and their outcomes

3.3
Contact Person
A Contact Person is a trustworthy and approachable person who is informed about anti-harassment options and resources, and who has been appointed by the Chief Executive.  A Contact Person:

· when approached by a student or staff member with a complaint will determine whether the matter is harassment based on the definition at the beginning of this policy and advise the complainant accordingly

·  will listen to and inform the complainant of their options so that s/he can make her/his own choices

· may, where authorised to do so in writing by the Co-ordinator, engage in an informal resolution process if it is requested by the complainant and agreed by the respondent

· will submit a report to the Coordinator for each contact event that s/he deals with

· shall not be an investigator on a case where s/he has acted as a Contact Person or where s/he knows a complainant or respondent party

· shall maintain the strictest confidence at all times

· will undergo initial and ongoing training

· will be available for involvement in education about this policy and for active promotion of the elimination of sexual, racial or other forms of harassment

· will keep appropriate resources

· will assist those who make an enquiry about anti-harassment policy and procedures with advice and information

· will consult with the Co-ordinator as appropriate 

· will keep the complainant informed about the process

3.4
Complaints Resolution
3.4.1
The Institute will take all reasonable steps to deal with complaints of harassment quickly and fairly.  Potential issues may be discussed in the first instance with a line manager eg Programme Leader, Head of Department, Manager etc.  Otherwise, trained contact people are available for complainants to talk to, and to outline the process and the options available to the complainant.

3.4.2
Informal Options

· Take no action

· See a counsellor

· Write a letter to the respondent

· Meet the respondent in a safe place, each with a support person

· An informal resolution process such as mediation (arranged with the Contact Person or through the Co-ordinator) 

3.4.3
Formal Options

· Seek an investigation (arranged through the Co-ordinator)

· Make a written complaint to the Chief Executive of the Institute

· Seek help from another body (eg a union)

· Complain to the Human Rights Commission

· Complain to the police

3.4.4
Any discussion with a contact person will remain confidential.  Decision about which of the options to use will remain with the complainant.  The aim of the process is to resolve complaints as quickly as possible and in an appropriate manner.  Complainants are encouraged to use the appropriate informal options first, and a formal option only where the appropriate informal options have been unsuccessful.

3.5
Support Person
The complainant may choose to nominate a support person from within or outside the institute.  The support person will need to be informed by the complainant that they are also bound by the confidentiality clauses in the anti-harassment policy.
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