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Harassment, Sexual Harassment & Bullying

Introduction

Individuals must work together professionally and with mutual respect for each other. Everyone has the right
to dignity at work, and individuals should be aware of the effects their actions or comments may have on
others, both within and outside our Company.

We are committed to encouraging and maintaining good employee relations and a working environment where
every staff member feels safe and can work effectively.

We will not tolerate any form of harassment, sexual harassment or bullying towards any of our staff or by any
of our staff, and we will take any accusation of such behaviour seriously. If we receive a complaint or become
aware of any harassment, sexual harassment, or bullying, we will take all relevant steps to stop such behaviour
and take appropriate action against the perpetrator. You should be aware that such behaviour may be a
criminal offence in some cases, and the perpetrator could be arrested and charged by the police.

Statement of Policy

This policy applies to all staff working within the Company and employees working off the premises. It includes
non-permanent workers such as secondees, contractors, agencies, temporary staff, consultants, and any other
workers. The policy also covers staff behaviour outside working hours, which may impact work or working
relationships.

The law imposes a duty of care on employers to provide a safe system of work for all staff. This includes a
specific obligation to protect the health, safety and welfare of their staff and others who might be affected. In
discharging this legal duty, we recognise that there are certain measures that can help to prevent sexual
harassment in the workplace, including ensuring that adequate measures are in place to tackle sexism and
address inequality between women and men.

You are responsible for your own behaviour and ensuring that your conduct follows the principles set out in
this policy. You should also report any instance of bullying or harassment that you witness or that comes to
your attention. No employee will be victimised or suffer detriment for making a complaint of harassment, sexual
harassment, or bullying.

Harassment Statements

Harassment

Harassment may be defined as any unwanted and uninvited behaviour that causes the recipient to feel
humiliated, distressed, or upset in any other way. It can be verbal, nonverbal, or physical. Harassment can
violate a person’s dignity or create an intimidating, hostile, or degrading atmosphere.

Harassment may be an isolated occurrence or repetitive. It may occur against one or more individuals.

Sexual Harassment

Sexual harassment is unwelcome conduct of a sexual nature which makes a person feel offended, humiliated
and/or intimidated. It includes situations where a person is asked to engage in sexual activity as a condition of
that person’s employment, as well as situations which create an environment which is hostile, intimidating or
humiliating for the recipient.
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Sexual harassment can involve one or more incidents, and actions constituting harassment may be physical,
verbal, and non-verbal. Examples of conduct or behaviour which constitute sexual harassment include, but
are not limited to:

Physical conduct

e Unwelcome physical contact, including patting, pinching, stroking, kissing, hugging, fondling, or
inappropriate touching

e Physical violence, including sexual assault

¢ Physical contact, e.g. touching, pinching

e The use of job-related threats or rewards to solicit sexual favours

Verbal conduct

e Comments on a worker’'s appearance, age, private life, etc

Sexual comments, stories, and jokes

Sexual advances

Repeated and unwanted social invitations for dates or physical intimacy
Insults based on the sex of the worker

Condescending or paternalistic remarks

Sending sexually explicit messages (by phone or by email)

Non-verbal conduct

Display of sexually explicit or suggestive material
Sexually suggestive gestures

Whistling

Leering

The Company will be responsible for undertaking risk assessments and consider factors that may increase the
likelihood of sexual harassment.

Bullying
Bullying means offensive, intimidating, malicious or insulting behaviour, an abuse or misuse of power intended
to undermine, humiliate, denigrate, or injure a colleague.

Bullying does not include legitimate and constructive criticism of performance or behaviour, an occasionally
raised voice, or an argument. Examples of bullying include ridiculing or demeaning others, particularly junior
colleagues, overbearing supervision, and unjustifiably excluding colleagues from meetings/communications.

Examples of harassment or bullying could include:

Physical abusive or threatening behaviour

Humiliating an individual

Picking on one person when there is a common problem

Shouting at an individual to get things done

Consistently undermining someone and their ability to do the job
Setting unachievable targets or excessive workloads

Overbearing and intimidating levels of supervision

Insensitive jokes, banter, or pranks

Unwanted physical contact or standing too close to someone

Malicious gossip, jokes and banter, offensive language

Offensive literature or pictures, graffiti, and computer imagery
Excluding individuals from conversations or activities, non-co-operation
‘Horseplay’ — including touching, pushing, pinching, name-calling, mocking, belittling etc

Harassment, sexual harassment, and bullying are behaviours that are unwanted or uninvited by the person to
whom it is directed. It is the effect that the behaviour has on the recipient rather than the intent of the
perpetrator. It is the measure of whether or not bullying, sexual harassment, or harassment has occurred. It is
unacceptable, and we will always treat complaints of bullying, sexual harassment, and harassment seriously.
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How to make a complaint

People are often unaware that their behaviour is unwelcome or misunderstood, and an informal discussion
can sometimes solve the problem. However, if you feel you are being bullied, sexually harassed, or harassed,
we realise that the situation may be sensitive and may make you feel vulnerable or in fear of reprisal and,
therefore, may make it difficult for you to raise a complaint. Subsequently, we suggest you consider discussing
matters informally with your Manager, in confidence, who will then be able to support you when pursuing the
matter. If you feel able to do so, you should then raise the matter informally with the perpetrator.

If this does not solve the problem, or if the matter is more serious (or if you do not feel able to do so), you
should report it to your Manager as a formal complaint. You will then be required to put the complaint in writing.

Formal Complaint

We endeavour to manage complaints in a timely and confidential manner via an investigation to establish full
details of what happened. Your name and the name of the alleged harasser will not be divulged other than on
a "need to know" basis to those individuals involved in the investigation. At the outset, someone with no prior
involvement in the complaint will be appointed. The investigation will be impartial and objective and will be
carried out with sensitivity and with due respect for the rights of all parties concerned.

Consideration will be given to whether the alleged harasser or bully should be redeployed temporarily or
suspended on contractual pay or whether reporting lines or other Managerial arrangements should be altered
pending the outcome of the investigation.

As part of the investigation, the person will meet with you to hear your account of the events leading to your
complaint. You have the right to be accompanied by a colleague of your choice. The investigating officer will
also meet with the alleged harasser or bully, who may also be accompanied by a colleague. It may also be
necessary to interview witnesses to any of the incidents mentioned in your complaint. Where it is necessary
to interview witnesses, the importance of confidentiality will be emphasised to them.

At the conclusion of the investigation, both you and the alleged harasser will be notified of the outcome of the
findings, usually within two weeks of your complaint first being reported.

If the conclusion is that harassment, sexual harassment, or bullying has occurred, prompt action will be taken
to stop the sexual harassment, bullying or harassment immediately and prevent its recurrence. The findings
will be dealt with under the disciplinary procedure. Consideration will be given to whether the harasser or bully
should be dismissed and, if not, whether they should remain in their current post or be transferred. Even where
a complaint is not upheld (for example, where evidence is inconclusive), consideration will be given to how the
ongoing working relationship between you and the alleged harasser or bully should be managed. This may
involve, for example, arranging some form of mediation or counselling or changing the duties or reporting lines
of either party.

Should the investigation show that there may be a case to answer, the Company’s disciplinary procedure will
be invoked against the alleged perpetrator.

Confidentiality

At all times throughout the process and after, all parties involved will give due consideration to confidentiality.
As such, all parties will be reminded that they should not breach confidentiality and should not discuss the
matter with anyone outside of the procedure.

Detalils of the investigation and any subsequent disciplinary procedure will be kept in the employee’s personnel
file.

Untrue claims

Whilst we will support all parties during and after a thorough and objective investigation into the allegation as
appropriate, if, through the course of the investigation and subsequent disciplinary meetings, evidence
demonstrates that the allegation has been made maliciously or for personal gain, then the individual making
the complaint will be subject to Disciplinary proceedings as outlined in the Company’s Disciplinary Policy.
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Appeals

If you are not satisfied with the outcome of the investigation, you have the right to appeal the decision within
seven calendar days of being notified of the outcome. You should submit your full written grounds of appeal
to the Director. The person hearing your appeal will meet with you to discuss your appeal. A colleague or
Trade Union Official may accompany you. You will normally be notified of the outcome of the appeal within
fourteen days of this meeting. This is the final stage of the formal procedure.

Monitoring

We recognise the importance of monitoring this policy. Supervisors, Managers and those responsible for
dealing with harassment, sexual harassment or bullying cases will report on compliance with this policy,
including the number of incidents, how they were dealt with, and any recommendations made.

Policy Date: April, 2026
Policy Review Date: April, 2027

APPROVAL
APPROVER NAME: SIGNED AND DATED
' Digitally signed
lohn Calleja J O h n by John Calleja
TITLE: Date:

C a I |EJ 2026.04.16

08:23:43 +01'00'

Managing Director

Page 4 of 4



		2026-04-16T08:23:43+0100
	John Calleja




