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1. References: 

• Equality Act 2010 
 
2. Scope: 
 

• All staff 
 
3. Policy Statement: 

 
4. Overview: 
 
Harassment pollutes the working environment and can have a devastating effect on the health, 

confidence, morale and performance of those affected by it. We must be aware of the impact that 

our words and actions may have on others and recognise that what we find acceptable may be 

regarded by others as offensive. 

• In the Equality Act 2010 harassment is defined as ‘unwanted conduct related to a relevant 
protected characteristic, which has the purpose or effect of violating an individual’s dignity or 
creating and intimidating, hostile, degrading, humiliating or offensive environment for that 
individual.’ 

• Bullying is not specifically defined in law, but in their advice leaflet for employees, ACAS give 
the following definition: ’Bullying may be characterised as offensive, intimidating, malicious 
or insulting behaviour, an abuse or misuse of power through means intended to undermine, 
humiliate, denigrate or injure the recipient'. 

 
Harassment is a disciplinary offence and incidents will be dealt with under our Disciplinary 
Procedure. 
 
A person subjects another to harassment where, on grounds of ethnic/national origin, disability, 
gender, gender reassignment, race, religion or religious belief or sexual orientation, that person 

All employees are entitled to a working environment which respects their personal dignity, 
and which is free from such objectionable conduct. We all have a responsibility to behave in 
a way that is not offensive to others and to ensure a working environment in which each 
person’s dignity is respected. 

 
This policy sets out the standards of behaviour expected from all employees by: 

 

• defining behaviour which will not be tolerated 

• emphasising the need to treat everyone fairly 

• raising awareness of some of the types of harassment at work 
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engages in conduct which has the effect of: 
 

• Violating that person’s dignity, or 

• Creating an intimidating, hostile, degrading, humiliating or offensive environment for that 
person.  

 

We also consider harassment to include (but is not limited to): 

 

• Bullying of colleagues, especially junior colleagues by intimidating behaviour 
• Unfavourable, unwanted or other conduct at work, whether verbal or non-verbal, towards 

someone based on any of the above grounds which affects a person’s dignity at work 
 
A single incident can amount to harassment if sufficiently grave. Examples of harassment or 
bullying would include: 
 

• Over demanding requirements, ostracising 

• Public humiliation, belittling or patronising comments 
• Sarcastic personal remarks about colleagues, especially those reporting to you 

• Sexual or racial banter or innuendo 

• The display of material with sexual or racial overtones (even if not directed at the complainant) 

• Unwelcome touching, physical threats and assault 

• Verbal and written harassment through jokes, offensive language, slander etc. 
 
 
5. The Procedure: 

 
Informal Stage 

 
If you are the recipient of unwanted conduct amounting to harassment it is entirely in order for you 
to try to resolve the problem, if you prefer, by explaining to the individual concerned that the 
behaviour is not welcome, that it offends or makes you uncomfortable and that it interferes with 
your work. 
 
If you have been subjected to harassing or bullying behaviour you may seek confidential assistance 
from your Line Manager who can assist and advise you in devising means of preventing a 
reoccurrence of the unwanted behaviour. 
 
An informal approach to your Line Manager will be treated as confidential and will not result in any 
report to anyone within the business unless there is a health and safety risk to other employees, or a 
criminal offence is involved. 
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If you prefer, where you find it too difficult or embarrassing to take up the matter yourself, your Line 
Manager will participate in an informal meeting between you and the individual concerned or will, at 
your request, approach the individual on your behalf. 
 
The informal stage will not result in any formal internal investigation or disciplinary action but is 
intended to enable you to resolve the matter yourself without it going any further. 
 
If you consider that you may have been subjected to conduct amounting to a criminal offence (such 
as a sexual assault) you are entitled to seek the assistance of your Line Manager to accompany you 
to make a formal complaint to a police officer or to provide you with any other assistance you may 
require. Your Line Manager will outline the circumstances of the case and will liaise with the 
Operations Director who may arrange special discretionary compassionate leave for you. 
 
Formal Stage 

 
Where informal resolution is not appropriate, is not requested or where the outcome has been 
unsatisfactory then you may bring a formal written complaint to your Line Manager. If possible, you 
should keep notes of the harassment so that the complaint can include: 
 

• The name of the alleged harasser 
 

• The nature of the alleged harassment 
 

• The dates and times when the alleged harassment occurred 
 

• The names of any witnesses 
 

• Any action already taken by you to stop the alleged harassment 
 
If so desired, your Line Manager will help you to prepare your complaint as well as to accompany 
you to any meetings. 
 
All complaints will be thoroughly and expeditiously investigated. They will be conducted in an 
independent and objective manner by someone unconnected with the allegations and at least of 
equal grade/status with the alleged harasser. Wherever possible, investigations will be completed 
within two weeks of the complaint being made. You should be aware that in addition to your rights 
under the internal procedure, you could be entitled to take your case to an Employment Tribunal if 
you wish. The time limit for bringing such a claim is usually three months.  Further information can 
be obtained from your Line Manager. 
 
Investigations will be carried out with sensitivity and with due respect for the rights of both the 
complainant and the alleged harasser. It may be necessary for the complainant and the alleged 
harasser to (separately) attend a formal meeting and for any witnesses to be interviewed. All those 
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interviewed will be permitted to be accompanied by a colleague or representative of their trade 
union or professional organisation (but not by a solicitor or other legal advisor). 
 
The investigation will focus on the facts of the complaint. Notes will be kept of all stages of the 
investigation and those interviewed will receive notes of the interview to agree.  Parties will not be 
required to repeat distressing or embarrassing details any more than is necessary. 
 
Wherever possible, consideration will be given to ensuring that the complainant and the alleged 
harasser are not required to work together whilst the complaint is under investigation. 
 
Where it is not practicable to offer alternative duties to one or other party, the complainant will be 
given the option of remaining home on special leave if so desired. 
 
The importance of confidentiality will be stressed to all those interviewed, and everyone will be 
strictly required not to discuss the complaint with colleagues or friends. Breach of confidentiality 
may give rise to disciplinary action. 
 
The complainant will be kept informed of the general progress of the investigation process and will 
be informed whether the complaint has been upheld and is to result in disciplinary action. The rights 
of the alleged harasser as to the confidentiality of the details of any disciplinary action will be 
respected unless there is a health and safety risk to other employees, or a criminal offence is 
involved. 
 
Third Party Harassment 
 

5.2 Legislation introduced in 2008 expanded the definition of sexual harassment to 
protect women who are victims of third parties. This is provided that the acts 
complained of occur on at least two occasions and within the course of her 
employment. In the event of a problem, an employee should inform their Line 
Manager of what occurred. An investigation into the complaint will be undertaken 
and the employee will be advised of its outcome. If necessary, the third party (or their 
employer) will be contacted and advised of the matter. 

 
Decision 
 

5.3 Where a complaint has been upheld, consideration will be given, wherever possible, 
to permitting the complainant to choose whether they wish to remain in their current 
post or to transfer. We will seek to ensure that the complainant is not in any way 
penalised (whether directly or indirectly) for bringing a complaint and the situation 
will be monitored to ensure that the harassment has stopped. In appropriate cases, a 
complainant may be given some leave at the discretion of a Regional Director or 
provided with financial or other assistance to enable them to recover from the effects 
of harassment. 
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Even where a complaint is not upheld, for example where the evidence is inconclusive, consideration 
will be given to effecting arrangements which will enable the parties not to continue to work 
together against the wishes of either party. 
 
Any complaint that is unfounded and not made in good faith (for example a malicious complaint) 
may be treated as a disciplinary offence. 
 
Appeals 
 
Complainants may make an appeal within five working days of any decision to a Regional Director if 
they are dissatisfied with the way in which their complaint has been handled. The case will be 
reviewed, and you may be required to attend a second meeting. The outcome will be notified to you 
in writing and will be final and binding. 
 
Monitoring 
 
Details of all formal complaints of harassment will be collated by a Regional Director. These will be 
annually reviewed by the Operations Director with a view to ensuring that every effective step has 
been taken to prevent harassment at work and to monitor the effectiveness of the complaints 
procedure. 
 
Victimisation 
 
We undertake that no employee who makes a bona fide report under this procedure will be 
subjected to any detriment as a result.  In the event that you believe you are being subjected to a 
detriment by any person within the business as a result of your decision to invoke the procedure you 
must inform the Regional Director immediately and appropriate action will be taken to protect you 
from any reprisals. 
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