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HARASSMENT

INTERNAL CONTROL QUESTIONNAIRE

Introduction

Harassment and workplace conflict is increasing.

Harassment can cause high stress levels, high absenteeism rates and lower productivity rates; this in turn affects staff turnover and recruitment.

	Question
	Yes
	No
	N/A
	Comments

	Policy Statement/Procedures

· How is harassment defined?

· Is there a policy statement with respect to harassment?

· Are examples of harassment provided in the policy statement?

· Who is responsible for its review?

· Is the statement subject to annual review?

· Is this statement widely publicized?
	 
	 
	 
	 

	Roles and Responsibilities

· Does the organization have a named Corporate Champion to deal with harassment issues?

· What are the roles and responsibilities of supervisors and managers?

· What is the duty of employees?
	
	
	
	

	Complaints

· Are informal remedies to stop the harassment suggested in the Harassment Policy?

· Is there a formal procedure in place to deal with cases of alleged harassment?

· Does the victim have to submit a written complaint?

· To whom, is this complaint submitted?

· Is the complaint investigated in line with the organization’s disciplinary procedures?

· Is a deadline stipulated within which to investigate the complaint from the date it was first raised?

· Does the alleged victim have to undergo a formal interview?

· Is the alleged victim informed of the process to be followed by the interviewer? 

· Are formal records kept of the interview?

· Is the alleged harasser informed of the allegations made against them at the interview?

· Are formal records kept of this interview?

· Is the alleged harasser suspended from work whilst the investigation is taking place?

· Has the suspect got a right to support?

· What is the procedure if the complaint is found to be untrue?

· What is the procedure if visitors or other third parties at work harass staff?
	
	
	
	

	Risk Assessments

· What procedures exist to identify existing or potential problems of harassment or violence?

· Are accurate records of violence and abusive behavior maintained?

· How are incidents reported?

· Who undertakes risk assessments, which take account of personal and environmental risks?

· Are the staff conducting the assessments suitably qualified?
	
	
	
	

	Training

· Is training provided on harassment/conflict resolution and reduction?

· Who provides this training?

· How often is this training provided?
	
	
	
	

	Monitoring and Review of the Harassment Policy

· Who monitors and reviews the Harassment Policy?

· Are safety and security measures reviewed regularly?

· Does senior management regularly review policies after each incident to evaluate strategic success?
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