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Purpose of Policy

The purpose of this policy is to ensure that employees and workers are treated with dignity and respect at work. It explains what bullying and harassment may look like, how concerns can be reported and how the Company will respond.

Who this Policy Applies To

This policy applies to employees, workers, agency workers, consultants and anyone else engaged to work for the Company, regardless of their role or seniority. For ease of reference, “employees” in this policy includes all of these individuals. This does not affect any individual’s actual employment status.

What this Policy Covers

This policy covers bullying and harassment by employees and third parties. Where bullying or harassment is shown to have taken place by an employee of the Company, it will be dealt with under the Disciplinary Procedure as a form of misconduct. In some cases, it may be treated as gross misconduct leading to summary dismissal for those responsible. Aggravating factors such as abuse of power over a more junior colleague will be taken into account in deciding what disciplinary action to take.

Harassment by third parties is also covered by this policy. The Company’s approach to preventing and responding to it is set out under Third-Party Harassment below.

This policy should also be read alongside our Equal Opportunities Policy and Sexual Harassment Policy. The latter explains the Company’s approach to preventing sexual harassment, including the duty to take all reasonable steps.

Definitions of Bullying and Harassment 

Bullying may be characterised as offensive, intimidating, exclusion or isolation, malicious or insulting behaviour, an abuse or misuse of power through means that undermine, humiliate, denigrate or injure the recipient.

Harassment is unwanted conduct related to a relevant protected characteristic, which has the purpose or effect of violating an individual’s dignity or creating an intimidating, hostile, degrading, humiliating or offensive environment for that individual. A protected characteristic is defined by the Equality Act 2010, however for the purpose of harassment the following protected characteristics apply: 

· Sex
· Sexual orientation
· Race
· Religion or belief
· Gender re-assignment
· Age
· Disability
 
Discrimination law also recognises sexual harassment as something separate to sex (i.e. female or male) harassment. Please refer to the Company’s Sexual Harassment Policy for further information. 

Bullying or harassment may be by an individual against another person or involve a number of people and could involve a pattern of behaviour or a one-off incident. It may be clearly noticeable, or it may be insidious. Whatever form it takes, it is unwarranted and unwelcome to the individual. 

Even if someone does not intend to harass another person, if the behaviour has this effect on someone else, then this may be found to be harassment. In addition, they may only be a bystander to behaviour directed at someone else, but they may still have been harassed. 
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Legislative Framework

The Equality Act 2010 makes clear that harassment related to a protected characteristic can amount to discrimination. 

The Company also has duties under health and safety law to take reasonably practicable steps to protect the health and safety of people at work.

Please also note that individuals can be held legally liable for harassing either colleagues or third parties (including customers) and may be ordered to pay compensation.
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Examples of harassment include:

(Please also refer to the Equal Opportunities Policy)

· Verbal abuse relating to a person’s protected characteristics;  
· Offensive jokes or pranks related to a person's protected characteristics;  
· Lewd or suggestive comments; 
· Requests for dates or sexual favours after it has been made clear they are unwelcome; 
· Unnecessary and unwanted body contact; 
· Threatened or actual assault or violence; 
· Deliberate exclusion from conversations or work activities on the basis of relating to a person’s protected characteristics;  
· The display of inappropriate images or words;  
· The display of inflammatory or abusive literature or graffiti. 

Examples of bullying include:

· Shouting at, being sarcastic towards, ridiculing or demeaning others;
· Spreading malicious rumours about someone;
· Physical or psychological threats;
· Overbearing and intimidating levels of supervision;
· Inappropriate and/or derogatory remarks about a worker's performance;
· Abuse of authority or power by those in positions of seniority;
· Unjustifiably excluding colleagues from meetings, social events or communications.

Please note these lists are not exhaustive.

Bullying or harassment can occur both in the workplace itself and in settings outside the workplace, such as business trips, events or social functions whether organised for or on behalf of the Company or informally among the workforce.

[Our managers are trained to recognise behaviours which may amount to bullying and harassment and to intervene.]
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Expectations

The Company expects everyone covered by this policy to behave appropriately towards colleagues and anyone else they meet through work. This applies to what you say and write, your actions and your general conduct.

Therefore, you must not:
· Use offensive language or gestures at work, whether or not they are directed at a particular person.
· Make crude, offensive or sexually suggestive jokes or comments.
· View or share images or other content that is inappropriate for the workplace.
· Invade someone’s personal space or make unwanted physical contact.
· Unfairly exclude colleagues from work discussions or activities.
· Shout at, threaten, ridicule or belittle someone, including because of a protected characteristic.
· Spread malicious rumours or gossip about colleagues.
· Behave aggressively or use physical violence.
· [Insert any other expectations relevant to the Company.]
This list is not exhaustive. 

These standards apply to employees in the following circumstances:

· At work.
· During any situation related to work such as at a social event with colleagues.
· Against a colleague or other person connected to the Company outside of a work situation, including on social media.
· Against anyone outside of a work situation where the incident is relevant to your suitability to carry out your role.
· In dealings with third parties such as customers, clients, service users, visitors, contractors and suppliers.

Managers will take concerns seriously, act on behaviour they witness or become aware of, report matters promptly through the appropriate channels, take reasonable steps to protect those involved during any investigation and ensure that no one is subjected to victimisation for raising or supporting a concern.

Managing Performance or Conduct

Please also note that the legitimate management of an employee’s performance or conduct will not constitute as bullying or harassment. The Company may have a need to constructively criticise an employee’s performance or behaviour / conduct; or make reasonable requests of an employee in the course of their employment.
Third-Party Harassment

The Company will not permit a third party to harass an employee in the course of their work and will take all reasonable steps to prevent this. This includes sexual harassment and harassment related to a relevant protected characteristic. The Company’s separate duty to prevent sexual harassment is explained in the Sexual Harassment Policy.

Harassment by a third party is not acceptable. A third party is someone outside the Company whom employees may encounter through work, such as a customer, client, service user, visitor, contractor, supplier or member of the public. Harassment may occur in person or online.

The Company will take all reasonable steps to prevent third-party harassment. What is reasonable will depend on the nature of our work and the risks employees face. We will consider those risks and take appropriate preventative action. If an incident is reported, we will consider what happened, support those affected and decide what further action is appropriate. Depending on the circumstances, this might include raising the matter with the third party or their organisation, changing working arrangements, restricting contact or ending a commercial relationship.

Where appropriate, the Company will also communicate expected standards of behaviour to third parties and make clear that harassment of our employees is not acceptable, this may include through notices, terms of business, contractual arrangements, event instructions or direct warnings.

Please speak to your manager or any Authorised Manager about any situation in which you believe there is a risk of third-party harassment, or if you have a suggestion for improving how we prevent it. You should also report any incident you experience or witness using the reporting arrangements below.

Reporting Bullying or Harassment

You are encouraged to report any bullying or harassment you experience or witness, whether it involves a colleague, co-worker or third party. You should follow the Discrimination and Harassment Procedure under our Equal Opportunities Policy or use one of the reporting options below.

We recognise that bullying and harassment are sensitive matters. You can raise a concern using any of the following routes, as applicable: [delete or amend options as appropriate]

· Discrimination and Harassment procedure as detailed in our Equal Opportunities Policy; 
· Sending a confidential email to [insert email address], which will only be monitored by our external HR provider [insert job title(s)]
· Sending a confidential letter to [insert address], making sure you address it for the attention of [job title] and mark the envelope and letter as confidential. 
· Speaking confidentially to any manager or authorised manager. 
· If you feel unable to use any of the above, you can report bullying or harassment anonymously by [completing the anonymous reporting form or insert method of access and access details]. Please however note, that this may limit the action or investigation we can carry out if we are unable to speak to you or clarify matters. However, this is still preferable to not reporting and records will be kept about any anonymous complaints and action taken where possible.

The Company may, if it thinks it is necessary, separate you from the person you are complaining about whilst we investigate. This is not a prejudgment of your complaint. It is simply a way to stop things from getting worse during the investigation.

The Company will consider complaints and reports of harassment or victimisation, take appropriate action and review whether further preventative steps are needed. It will also consider whether anyone who reports a concern or acts as a witness has been treated adversely as a result.
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