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Risk Assessment: Preventing Harassment in the Workplace

Notes for completion – delete after reading
· Work through the risk assessment document. Consider the different working areas as these may have their own potential risks. Also consider the third parties that employees and workers may encounter through work, such as customers, clients, service users, visitors, contractors, suppliers and members of the public. Consider whether contact is in person, by telephone, online or through other communication channels. This is relevant to the risk of third-party harassment.
· In Part Two summarise what is in place for the key areas i.e. policies, reporting and training.
· In Part Three potential areas of risk have been listed on the left-hand side, with a potential risk rating if no measures are taken. The control measures set out what has been done by the company to reduce the risk. Some examples have been provided for each area of risk. Work through and amend these and add further control measure that are in place. 
· Part Four is an action plan where you can summarise what further action needs to be taken. This may include training or communicating polices or introducing new reporting methods and any ‘gaps’ you have identified when completing Parts Two or Three.  

	Company name

	
	Date assessment was carried out
	

	Assessment carried out by

	
	Date of next review
	



	Number of employees 

	Full-Time:
	Part-Time: 
	FTE:
(Full-time Equivalent)

	Other Workers 
	Workers:

	Self-employed:
	Other: 


	
	Working areas (what different working areas there are e.g. office, factory, warehouse, construction site, home working etc).
	

	Hours of work (what are the general hours of work, do any staff work at night).
	

	Third parties that workers will have contact with (e.g. clients, general public) and type of contact (in person, telephone etc)
	



The overall purpose and aim is to create a safe working environment where people are free from harassment. 
This risk assessment should be read in conjunction with the company’s equal opportunities, bullying and harassment and sexual harassment policy. 


Notes

Our policies and this risk assessment are intended to cover employees, workers, agency workers, consultants, contractors and anyone else engaged to work for or with the organisation. For ease of reference, “employees” may be used as a collective term in this document. This does not affect anyone’s actual employment status.

· Part One provides examples of unacceptable behaviour that could arise, covering verbal, written and physical harassment
· Part Two confirms what the company currently has in place with regards to policies, reporting and training. 
· Part Three identifies specific risk area and current measures around these areas (and refers back to policies, reporting and training)
· Part Four summarises any additional actions, i.e. our action plan (where there is a Yes in ‘Action Needed’ this will be detailed in Part Four

The Company will review the risk assessment regularly and at least annually. It may also be reviewed when there are complaints or incidents relating to harassment, including third-party harassment or sexual harassment, or when there is a material change to the organisation, its work or the way employees interact with others.

Part One – Examples of conduct or behaviour 
Listed below are some examples of the types of harassment that can arise in the workplace that could amount to harassment. Conduct has to be related to a protected characteristic for it to be classed as harassment. (see equal opportunities and bullying and harassment policy for information on protected characteristics).

	Example of physical harassment in the workplace (this list is not exhaustive)
	· Touching someone without consent.
· Attacking someone physically like hitting, slapping, pushing, or kicking.
· Destroying or damaging someone's personal property.
· Offensive warnings or threatening behaviour.

	Example of written harassment in the workplace (this list is not exhaustive)
	· Rude or threatening emails 
· Nicknames used in emails and or social media posts
· Offensive social media posts
· Inappropriate social media posts and/or texts or messages (e.g. WhatsApp) 
· Persistent messages and/or texts outside of office hours where a response is clearly expected immediately.

	Example of verbal  harassment in the workplace (this list is not exhaustive)
	· Demeaning statements or personal digs
· Jokes including sexually offensive "jokes" or pranks  
· Upsetting ungracious comments
· Slurs, threats, name calling or insults.

	Example of sexual harassment in the workplace (this list is not exhaustive)
	· Flirting 
· Gesturing
· Making sexual remarks about someone’s body or appearance
· Telling sexually offensive jokes
· Lewd or suggestive comments
· Displaying or sharing (or downloading) pornographic or sexual images
· Requests for dates or sexual favours
· Suggestive looks, staring or leering
· Making promises in return for sexual favours
· Intrusive questions about a person’s private or sex life, or a person discussing their own sex life
· Sexual posts or comments on social media 
· Sending sexually explicit emails or messages
· Touching someone against their will, e.g. hugging, massaging or kissing them. 

	Examples of Third-Party Harassment
	· Any of the conduct described above when carried out by a customer, client, service user, visitor, contractor, supplier, member of the public or another person encountered through work. Third-party harassment may occur in person or online.

	Other (this list is not exhaustive)
	Harassment can also include:
· Deliberately ignoring or excluding people from conversations or activities
· Spreading rumours 




Part Two – Policies, Reporting and Training 
This section confirms what policies, reporting and training is currently in place, why they are in place and how we aim to prevent harassment.  
	Area (Policy or Training) 
	People at Risk
	Risk without measures
	Control Measures – What is in place
	Residual
Risk after measures
	Action needed

	Policy
A policy will provide guidance to workers about harassment and sexual harassment.

It will set out what behaviour is expected from employees and how to report harassment. 

Failure to have a policy can increase risk as workers (including management) will not be aware of the company’s position or what is expected, and this may encourage or fail to prevent inappropriate behaviour.
	All
	High 
	· E.g. The Company has a clear policy on 
· bullying and harassment including third-party harassment 
· sexual harassment 
· E.g. the policy is communicated to all employees [insert how]
· E.g. employees have ongoing access to the policy [how] 
· [insert other] 
· [insert other] 

	[insert]
	Yes or No


	Reporting 
Reporting of harassment needs to be easy for employees and various options made available.

It is a risk if workers do not know how to report or if reporting is not easy. Reporting and subsequent monitoring will help in reviewing our policies, procedures and actions in preventing harassment.

	All
	High
	· E.g. The Company offers a number of ways to report harassment 
· How to report third-party harassment
· Insert/list how employees can report
· [insert other] 
· [insert other] 


	[insert]
	

	Training 
Training will help support the policy and clarify what harassment is and what behaviour is acceptable. 
Management training will ensure managers can effectively uphold the company policy and can identify unacceptable behaviour and act appropriately. 
	All 
	High
	· [insert what training you provide, to who and how often]
· [insert other] 
· [insert other] 
· Training includes third-party harassment 

	[insert]
	



Please see section Four for our action plan for additional activity.

Part Three – Areas of Risk
Detailed below are specific areas of risk that have been identified.  The Company policy and training and other initiatives aim to minimise these risks. 
	Area of Risk 
	People 
	Risk
	Control Measures – What is in place
	Residual Risk 
	Action needed

	Lack of Director/Senior Management Commitment:
· Staff may be more likely to engage in harassment or sexual harassment if they believe that it is tolerated by senior management, or they can get away with it
	All
	High
	· E.g. The board of directors have stated that they take a zero-tolerance approach to harassment 
· [insert]
· [insert]
	[Insert]
	Yes or No

	Harassment occurring in the workplace including:
· Employee-Employee Harassment
· Management-Employee Harassment including abuse of power
· Employee-Management Harassment
	All
	High
	· E.g. The Company take a zero-tolerance approach to harassment at all levels
· E.g. The Company has adequate Harassment policies in place setting out expected behaviours
· [insert]
· [insert]


	[Insert]
	

	Banter in the workplace:
· Employees may not understand that ‘banter’ can be offensive and amount to harassment

	All
	High
	· [insert]
· [insert]



	[Insert]
	

	Harassment by third parties
· Customers, clients, service users, visitors, contractors, suppliers or members of the public may harass employees or workers during or in connection with their work.

	All
	Medium
	· [insert]
· [insert]



	[Insert]
	

	Young Persons and/or Vulnerable employees
· Groups more prone to being harassed and not reporting it

	Young people and vulnerable adults
	Low
	· [insert]
· [insert]


	[Insert]
	

	Poor Management in relation to acceptable employee behaviour, including harassment:
· Failing to address/adequately address poor employee behaviour
· Ignoring or failure to notice poor employee behaviour
· Staff may be more likely to engage in harassment or sexual harassment if they believe that it is tolerated or they can get away with it
	All
	High
	· [insert]
· [insert]


	Medium
	Yes

	Power imbalances:
· Employees with more power may be likely to harass employees with less power
· Male employees may be more likely to harass female employees

	All
	High
	· [insert]
· [insert]


	Medium
	Yes

	Romantic Relationships at Work
· There can be a risk if relationships are not notified or a relationship ends

	All
	High
	· [insert]
· [insert]


	Medium
	Yes

	Areas with limited oversight:
· Times when harassment may be easier to go undetected/proved
· Working at night
· Unsocial hours
· Hybrid/remote working
· Lone working
· Physical spaces with limited supervision


	All staff working these type of shifts
	Medium

	· [insert]
· [insert]


	Low
	Yes


	Socialising with colleagues, including the consumption of alcohol, outside of work, or attending corporate events that involve social interaction (client events or networking).
· Traveling for work
· Overnight stays for business
· Socials events (company) e.g. Christmas or Company means, Birthday Socials
· Social events (arranged by staff) e.g. leaving drinks 
· Corporate events (i.e. attending social events arranged by 3rd parties e.g. clients or networking).

	All
	High
	· [insert]
· [insert]


	
	

	Acting on complaints 
· A failure to act appropriately on complaints will deter those experiencing harassment to report it


	All
	Medium
	· [insert]
· [insert]



	
	

	Retaliation against employees who report harassment
· If there is retaliation/victimisation against those reporting harassment, this will deter reporting


	All
	Medium

	· [insert]
· [insert]


	
	

	[insert]
Insert any other areas that may be specific to your organisation e.g. male orientate workforce, particular banter or culture within the organisation tc
	
	
	· [insert]
· [insert]


	
	

	[insert]
Insert any other areas that may be specific to your organisation e.g. male orientate workforce, particular banter or culture within the organisation tc
	
	
	· [insert]
· [insert]


	
	



Part Four – Action Plan
This section outlines additional action to be taken with responsibilities and time scales. 
	Area of Risk 
	People 
	Action Required
	Responsible Person
	Target Date
	Residual Risk (once completed)

	E.g. Lack of training for managers or inadequate training 
E.g. Further training is needed for managers 
	Managers

	· [insert other] 
· [insert other] 

	
	
	

	E.g. Lack of training for employees or inadequate training
E.g. Further training is needed for employees 
	Employees
	· [insert other] 
· [insert other] 

	
	
	

	E.g. Monitoring and review 
	All
	· [insert other] 
· [insert other] 

	
	
	

	[insert]

	
	· [insert other] 
· [insert other] 

	
	
	

	[insert]
	
	· [insert other] 
· [insert other] 

	
	
	



The following areas have also been considered but are not applicable to the Company:
· E.g. Employees on secondment (e.g. secondment to clients or other organisations)
· [insert]
· [insert]
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