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Preface
We are all familiar with demons… enough to get the
heebie-jeebies when someone so much as mentions them!
Movies have had us believing that banishing these
inhabitants of hell just takes a priest sprinkling holy water or
using some sort of religious insignia. Meaning, while the build
up to the demon is scary, the solution is often a simple
one! However, all of that is fiction...

A simple fix or a priest would be of no avail to you
to get rid of the demons that inhabit a workplace.
Workplace demons are not easy to identify and distinguish
from the many problems that plague the workplace! In our
years of experience, we have managed to identify the
nastiest of them all.
Let us go through them one by one, along with ways to
vanquish them before they overwhelm and destroy the
workplace culture!

Beware Of These 6
Some demons just seem to be stronger than the others… a lot like
gang leaders with a bunch of minions to do their bidding! The same
is true for a workplace too.

Of all the demons that infest an organisation, these 6
seem to be at the root of all problems!
1. Bullying
2. Sexual Harassment
3. Presenteeism
4. Sick Leave Abuse
5. Office Politics
6. Disengaged Employees
The presence of even one of them can throw a well-functioning
organisation off balance. It is imperative to show these nasty
trouble mongers the door!
Once you banish these, ills such as high employee turnover, low
productivity, a bad corporate image, cultural misfits etc., all seem to
disappear as well. It's in the best interests of all the stakeholders of a
company to work in an environment that is devoid of these 6
demons!
What follows is a tell-all guide to identify these vermin and
eradicate them from the workplace… for good!

Tackling Demon #1

Bullying

bullying
10% of conflicts are due to difference in opinion.
90% are due to wrong tone of voice.

If you have a perception that bullying is reserved for school playgrounds, you
need to check with workplaces where getting bullied by someone is a very
common phenomenon!
Some people just never grow up and may carry aggressive behaviour to work!
It normally involves repeated incidents or a pattern of behaviour that is
intended to irritate, offend, degrade or humiliate a particular person or a group
of people.

It has also been defined as assertion of power through aggression.

And let’s bust a myth here… it’s not just the bosses who can be bullies! It could be
anybody - someone from the team, or a colleague who’s jealous about being
replaced as the ‘boss’s favourite’! And, don’t forget the suckups who keep trailing
the boss all around… ‘Bully’ could as well be their middle name!
Bullying has gory effects on the overall functioning of an organisation, which is
why it is important to keep in check any signs of bullying that might be present at
your workplace.

bullying
Some of the signs of workplace bullying are:
Name calling: Having someone calling you all sorts of names at the office or
receiving abusive messages through internal communication systems is
unpleasant and demoralising.
Ignoring, Isolating or Excluding: You might find yourself being purposely excluded
from group meetings, discussions or decisions. Deliberately ignoring someone or
making them question their own actions and behaviours constitutes bullying.
Belittling: Getting unduly criticised for putting forth honest opinions, even if your
suggestions may be all right is another form of bullying. Managers should be able
to provide feedback in a constructive way and not belittle someone.
Scapegoating: Ever been blamed for a mistake that you had no bearing on,
whatsoever? That’s downright bullying!
Manipulation of Roles: Using passive-aggressive behaviours to make someone
feel insecure or threatened is manipulation, and forms part of bullying.
Setting You Up to Fail: Setting unachievable targets for you, just to see you fail, is
bullying.
Spreading Rumours: An employee can get deeply hurt by untrue rumours floating
around, which can affect his work.
Giving You Meaningless Tasks: If you are repetitively being assigned the worst
projects in your team, chances are you may be getting bullied.

bullying
How To Get Rid Of And Prevent Bullying?
Create Robust Policies:
Chart out strict policies against bullying so that employees feel safe. Mention the
consequences of different forms of bullying clearly, in case an incident is reported.

Counselling:
HR departments should conduct one-on-one counselling and support sessions for
victims of bullying. Even cases that are not so serious need intervention to alleviate all
the unwanted stress.

Leadership Development:
Support from the management is the first thing that any victim of bullying will look
forward to. Train your senior managers and line managers to handle the issue
effectively.

Create The Right Environment:
Create an environment where people don’t feel stressed and turn to aggressive
behaviours. A good work culture is one where there is adequate work-life balance.

Create Awareness:
A lot of employees don’t even know they are being bullied and end up feeling
depressed and resentful while at the workplace. Create awareness about bullying,
ways to identify it and encourage them to come forward to report instances if they
ever feel bullied.

Tackling Demon #2

Sexual
Harassment

Sexual Harassment
Sexual harassment in the workplace is a form of discrimination that includes
uninvited comments, conduct or behaviour regarding sex, gender or sexual
orientation.

The offender can be a manager, a co-worker or even a non-employee
like a client.

If the person’s conduct creates a hostile work environment or interrupts an employee’s
success, it is considered unlawful sexual harassment.
Another important point to note is that sexual harassment is not gender-biased.
The society generally perceives males to exhibit such behaviours, but there are a few
cases where a female was the offender!

Examples of sexual harassment in the workplace!
Sharing sexually inappropriate images or videos, such as pornography or salacious
gifs, with co-workers.
Sending suggestive letters, notes or emails.
Displaying inappropriate sexual images or posters in the workplace.
Telling lewd jokes or sharing sexual anecdotes.
Making inappropriate sexual gestures.
Staring in a sexually suggestive or offensive manner, or whistling.
Inappropriate touching, including pinching, patting, rubbing, or purposefully
brushing against another person.
Asking sexual questions, such as enquiries about someone’s sexual history or their
sexual orientation.
Making offensive comments about someone’s sexual orientation or gender identity.

Sexual Harassment
Sexual harassment need not just be directly sexual…
Non-sexual harassment refers to other actions directed at judging a person's
character with regards to their religion, gender, or skin colour.
Such instances can also be considered a form of harassment if they interfere with an
employee’s success.

Examples of non-sexual harassment!
Making negative comments about an employee’s personal religious beliefs, or trying
to convert them to a certain religious ideology.
Using slang, phrases or nicknames with sexual undertones.
Making remarks about an individual’s skin colour or other ethnic traits.
Displaying drawings or posters that might be offensive to a particular group.
Making offensive references to an individual’s mental or physical disability.
Sharing inappropriate images, videos, emails, letters or notes.
Offensively talking about negative religious stereotypes.
Making derogatory age-related comments.
Sexual harassment of any person is derogatory and every company should have a
separate policy for it.

However, a recent study suggests that 36% of Indian companies and
25% of MNCs in india were not compliant with the 'Sexual Harassment
of Women at Workplace' Act.

It is upon us to completely do away with such instances by instilling fear in the
minds of culprits through strict actions.

Sexual Harassment
How To Prevent Sexual Harassment?
Adopt A Clear Sexual Harassment Policy:
The first step is to have a policy in place that,
Defines sexual harassment - Both direct & indirect.
States clearly that it will not be tolerated.
Sets a clear procedure for reporting sexual harassment complaints.
Sets clearly the consequences of such incidents.

Train Employees:
Conduct training sessions to train employees so that they are aware of what
constitutes sexual harassment.
Let them know that they have a right to a workplace free of sexual harassment. In the
event of a violation, you must have a policy and a complaint procedure in place
through which employees can report the matter.

Train Managers:
Managers and supervisors need to be trained as well, explaining the examples of
sexual harassment and how to handle such complaints.

Monitor Activities:
Monitor each activity in the organisation. Talk to employees and ask them if they have
been facing any problems related to sexual harassment in the workplace. Keep the
lines of communication open.

Take Complaints Seriously:
Every complaint should be investigated deeply and if found guilty, corrective steps
should be taken immediately. Take strict and swift action if warranted!

Tackling Demon #3

Presenteeism

Presenteeism
Presenteeism is a much bigger issue than absenteeism!
It’s where employees are at work in body, but not in mind.
Presenteeism occurs when ongoing physical or mental conditions prevent
employees from being fully productive at work. They could be ailments such as
simple allergies or asthma, to more serious ones like arthritis or even anxiety issues
and depression. At times, it could be just lack of motivation!

Presenteeism is not very apparent to spot! You can always tell if someone
does not show up for work, but it is tough to figure out if someone is at work
and suffering from any of the above issues!
A lot of factors can cause presenteeism. Jobs no longer demand a fixed '9 to 5' work
culture. Working 'remotely' is the new norm, where employees find it hard to 'switch
off' out of official work hours and have a troubled work-life balance.
Then there's the dilemma of the ‘sandwich-generation’, saddled with caring
responsibilities for elderly relatives as well as children. They usually save their sick
leaves for times when their charges fall sick!

Signs Of Presenteeism:
Making more mistakes than usual.
Producing work of a low standard.
Low productivity.
Lack of care about results.
Arriving late / Leaving early.
Missing lunch breaks / working long hours.
Working whilst sick.
Looking exhausted or grumpy!

Presenteeism
How To Get Rid Of Presenteeism?
Paid Sick Leave Policies:
Many employees come to work even if they are feeling sick because they cannot afford to
not work. Everyone should be allowed to take time off work when they feel under the
weather and still be able to pay their bills. Offering paid sick leaves can help benefit a
company, because a sick employee can never work in a focused manner and will most likely
produce work with errors, which can prove more expensive for the company!

Financial Wellness Works:
Train your employees to look after their finances well. A study shows that a worker with
financial problems spends 15 minutes per workday dealing with personal financial matters.
That adds up to 62.5 hours annually. To avoid this, help your employees overcome financial
anxiety by partnering with vendors who can tailor tools and programs to their specific
needs.

Flexible Work Arrangements:
Introduce flexitime, telecommuting and remote working as options that will alleviate work
stress. Researchers have found that less time is lost from people staying home than from
them showing up but not performing at full capacity. Give them the autonomy to decide
when, where and how they work.

Manage Workloads:
Your employees may feel burnt out with all the excessive work pressure due to heavy
workload, leading to presenteeism. Help your employees offload excessive work by having
substitutes in place to share the burden when needed.

Find Ways To Recharge:
Employees spend most of their waking time at offices glued to their screens. Have fun
activities like a quick 5-minute dance session or ‘walking meetings’ to help them feel
replenished and recharged. It’s amazing how little initiatives can help them feel great at
work!

Tackling Demon #4

Sick Leave
Abuse

sick leave abuse
"Like a missing tooth, sometimes an absence is more
noticeable than a presence."
- Jodi Picoult
Do you have an employee in your team who is mostly absent from work, so much so
that it is quite noticeable? Check if it’s a case of sick leave abuse!
Sick leave policy is a necessary benefit for all employees. Not having one will lead to
harsh consequences on one’s health, leading to low productivity and lower morale.
An office working with full capacity with full attendance at all times may be an
unrealistic scenario, as humans can be subjected to various physical and mental
ailments. This makes having a sick leave policy in place a must.
But when this policy is misused by some employees for personal benefits, it leads to
sick leave abuse and sometimes, monetary losses to the company.

A pattern of abuse in regards to sick leave typically refers to
employees who, over a period of time have violated the
organization’s attendance policy on numerous occasions.

Examples of attendance policy violations include:
Number of absences, number of times coming in late and number of early
departures, all of which exceed the attendance policy allotment.
Failing to get permission for leaving early or coming in late.
Failing to give advance notice of an absence when possible.
Failing to report an absence properly.
Failing to submit medical certification upon request.

sick leave abuse
How To Manage Sick Leave Abuse?
Enforce Sick Leaves:
Analyse your sick leave policy and look at leave abuse trends. Intervene early before the issue
escalates. Managers need to enforce sick leave policies and take appropriate action.

Find Out The Reasons For Abuse:
Find out why the employee is abusing the leave policy. Talk to such employees and see if their
behaviour stems from a personal problem. If that is actually the case, refer them to your
organization’s employee assistance program or offer counselling sessions.

Learn To Say No:
Learn to say ‘No’ to unreasonable requests for getting a leave. Employees should know the difference
between genuine and not so genuine reasons for taking a day off.

Document Everything:
Document every leave taken by employees along with the reasons or medical certificates submitted.
This is necessary to understand if employees are abusing leave, and then take the required actions.

Offer Incentives:
To encourage employees to use their sick leaves properly, many organizations use cash incentives or
other benefits. Such an incentive could be tied to encashing of the pending sick leaves at the time
they may leave the current job or retire.

Paid Time -Off:
Offer paid time-off to help reduce sick leave abuse. Employees enjoy more control and flexibility over
the way they want to take leaves.

Investigate:
Look into each case of sick leave abuse thoroughly. Investigate tiny details to figure out if the
employee is truly guilty or not of abusing sick leaves before taking any action. This is important
because, if accused wrongly, an employee may harbour a grudge against the company and try to
tarnish its image!

Tackling Demon #5

Office
Politics

Office Politics
"Politics have no relation to morals."
- Niccolo Machiavelli

Office politics arises when employees tend to misuse their power to gain undue
attention and popularity at the workplace. The epidemic is so huge that it has
ruined many formerly awesome workplaces.
Politics at the workplace interferes with an employee’s working style, making
them feel demotivated and unhappy at work. People are afraid to voice their
opinions freely, lest they be attacked by the net of politics.

A survey conducted on office politics revealed that 47% of employees
feel under-productive because of it and it is one of the top 10
stressors at work!

That’s almost half of the employees working under stress due to politics. Ultimately
the company is at a loss, as the employees do not perform well, leading to
dissatisfied clients and a depleted bottom line.

Office Politics
Considering the grave consequences politics can have on an
organisation, let's divulge what may be some of the reasons
for office politics at workplaces:
No work, only politics: People who love taking credit for someone else’s work or
those who aspire to come into the limelight without having worked hard for it,
indulge in politics.
Controlling behaviour: Politics arises when employees aspire to achieve
something beyond their authority and control in a short span of time. At times,
this also leads to bullying.
No supervision: An office where there is no one to supervise and exercise control
over the employees, is left in the hands of employees who resort to politics to
solve their problems.
Gossip: Hearing false rumours about oneself from another employee at the
workplace can surely put an employee in a bad mood. Offices rife with gossip
mongers are one of the reasons for politics.
Arrogant Superiors: Bosses that do not take time to listen to and solve the woes
of their subordinates are sure to feel the pressure of politics sooner or later.
Jealous Colleagues: Although a subjective quality, colleagues who are jealous of
other’s accolades are breeding politics indirectly.
Lack of Fair Appraisals: If a workplace doesn't have a fair appraisal policy, it
almost always leads to internal politics, with employees trying to work their way
up, while trying to go 'one-up' on their colleagues.

Office Politics
How To Prevent Toxic Politics From Ruining Your
Workplace Culture?
Open Communication:
When employees are not filled in on an organisation’s plans and goings-on, there exists an
atmosphere of ambiguity, which people try to fill with all sorts of untrue and misguided
information.
The best way to tackle this is to be open and communicate at every possible juncture about the
important matters, keeping everyone in the loop. Communication has to be continuous and flow
both up and down the organisational chart.

Focus On Goals:
When people of diverse groups come to an organisation carrying their own personal egos,
aspirations and goals, politics is bound to occur.
The best resort to this issue is to align personal goals with an organisation’s goals. When this
happens, employees feel a sense of oneness amongst themselves and everyone works toward a
shared goal oriented vision.

Autonomy:
Consider letting your employees work in an autonomy by being responsible for their own work. This
not only helps them gain confidence but also take ownership in their work.
Have them track their own progress towards goals and understand their contributions towards them.
Be around when they need help by guiding them and providing feedback on a regular basis.

Reward The Right People:
Look into what everyone is working on and track their progress to be sure you are actually rewarding
the person who deserves it. Someone else taking credit for their work is not okay and should never be
supported.
Understand the strengths of everyone on your team, to enable you to give better feedback to
them.

Tackling Demon #6

Disengaged
Employees

Disengaged Employees
“Highly engaged employees make the customer
experience. Disengaged employees break it.”
- Timothy R Clark

A disengaged employee is one who’s not prepared to put in any
additional efforts for success. They don’t like going to work on most days.
On the contrary, when employees are engaged, they adopt the vision,
values, and purpose of the organisation they work for.
Disengaged employees show symptoms of laziness, apathy and
dissidence, all of which affect employee performance. Some obvious
signs of a disengaged employee are – absenteeism, low energy, bad
attitude, frequent use of social media or similar distractions while at work,
lack of enthusiasm etc.

Disengaged Employees
Signs Of A Disengaged Employee:
No Initiative:
While an employee not performing well is surely a sign of disengagement at some level, even good
performance by someone can be a smokescreen for what lies underneath!

Just sticking to one’s work and doing great at it is not necessarily the sign of an engaged
employee!
Throw him off-beat by asking him to volunteer on a different project, one that’s really important to the
company. If you find him taking a step back, you may have a disengaged employee.

Unhealthy Activities:
Often find an employee making a dash for the cafeteria multiple times in a day? How often do they
head out for a smoke?
Sometimes people overindulge in unhealthy behaviours to fill a void in their personal or professional
lives. On the other hand, people who are motivated by purpose feel great by simply achieving goals
and working hard.

Lack Of Energy:
Disengaged employees will exhibit a lack of energy. When the entire team is celebrating a big win,
some of them show no excitement or refuse to celebrate it along with everyone else, that’s an
employee engagement issue.

Lack Of Learning And Motivation To Learn:
When an employee is not on the same page as the company, he will hardly take interest in sharing
anything that relates to the industry trends or any interesting research dealing with their roles. They
are not curious about anything and hence, not motivated enough to put in their best work.

Wasted Weekends:
Sure, how you wish to spend your weekends is entirely a personal choice!
But when someone is unhappy at work, they can spend their personal time, meant for rejuvenation, by
sleeping away.

Disengaged Employees
How to Improve Employee Engagement?
Show People They Are Valued:
People want to feel that their work matters. Ensure engaged employees by recognising the crucial efforts
put in by them. This will help them perform better as their contributions to the employer’s brand are
recognised.

Invest In People:
Equip employees with the tools that they need to succeed in their roles. Conduct training sessions which can
be a great opportunity for people to learn skills related to their field.
Employees will appreciate that the organisation is invested in their growth as individuals. and hence perform
better.

Avoid Micromanaging:
Let your employees decide how they want to work. Give them the space to work with flexibility and autonomy,
which helps boost their motivation levels. Interfering in small matters may be looked upon negatively, which
lowers employee engagement.

Communicate:
Talk to employees who are exhibiting signs of disengagement. Laziness or dissatisfaction in the job may not
always be the reasons for disengagement - they could be suffering from some personal issues.
It is best to first speak to the employee and understand his concerns, before jumping to any conclusions!

Train Your Managers:
Encourage managers to demonstrate engaged behaviour too, like passion for their jobs and commitment
towards work. Enthusiasm and positivity are contagious and employees are bound to emulate their
managers.

Recognise Employees:
Nothing makes an employee more engaged than having an effective reward and recognition program in
place. Celebrate every achievement, however small, and acknowledge their efforts.

Pay Attention To Ergonomics:
A well-designed office has a great impact on employee engagement and productivity levels. Make sure you
have an ergonomically designed office where employees are happy and comfortable working.

Keep Those
Demons At Bay!
Workplace demons are unhealthy and render an
organisation and the people who work there unproductive.
Always keep an open eye to not let them possess and
weaken your organisation from the insides. There’s always the
possibility that these demons might rear their ugly heads
time and again.

After all, to project a healthy corporate image
‘outside’, one should take care of what’s ‘inside’!

That Was...

The Secret Guide To
Banishing Workplace
Demons... For Good!
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