@calex

Calex UK Ltd | Harassment and Bullying Policy

DOCUMENT Internal
CLASSIFICATION

DOCUMENT REF HRO02

VERSION 2

DATED 17 September 2024

DOCUMENT AUTHOR Julia Wilson

DOCUMENT OWNER HR Team

Revision history

VERSION | DATE REVISION SUMMARY OF CHANGES
AUTHOR

Distribution

All Calex UK Ltd employees Internal employees

Approval

POSITION

David Miell-Ingram Managing Director 2 December 2024

Calex UK is an equal opportunity employer, committed to preventing harassment and bullying in
the workplace.

Purpose of the policy
The purpose of this policy is to:
e Prohibit all forms of harassment
e Prohibit all forms of bullying
e Ensure fair treatment of any employee who wishes to raise a grievance or complaint
e Ensure aformal grievance process is in place to deal with a problem or complaint
e Communicate the process
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Objectives
We commit to:

e Raise and deal with issues promptly

e Carry outany necessary investigations

e Dealwith unacceptable or improper behaviour

e Act consistently and provide equality, fairness and respect to those involved

e Preserve confidentiality

e Keeping a written record of any grievance or discipline cases

e Address sexual harassment in the workplace as outlined in the Worker Protection
(Amendment of Equality Act 2010) Act 2023

What is harassment?

In discrimination law (Equality Act 2010) there are 3 types of harassment:
e harassment related to certain 'protected characteristics'
e sexual harassment (Please refer to separate Sexual Harassment Policy)
e lessfavourable treatment as a result of harassment

Harassment may take many forms. Itincludes unwanted physical, verbal, or non-verbal conduct
and unlawful victimisation or discrimination. Harassment may involve a single incident or may
be persistent and may be directed towards one or more employees. The following list, though not
exhaustive, is indicative of the kinds of behaviour which are unacceptable.

Unwanted physical contact: this includes unnecessary touching and bodily contact, insulting or
abusive behaviour or gestures, physical threats including physical assault.

Unwanted verbal conduct: This includes insulting, abusive or discriminatory jokes, banter,
offensive language, gossip, slander, and threats.

Unwanted non-verbal conduct: This includes the circulation of notes, letters, e-mail, faxes, or
graffiti referring to an employee’s characteristics or private life; abusive or offensive gestures;
leering, whistling, intrusion by pestering, spying, or stalking; the display or electronic use of
literature, pictures, screensavers, or films that might be found offensive.

Victimisation: This includes treating an employee less favourably than others in the same or
similar circumstances, because they are:

e making a complaint of discrimination or harassment

e supporting someone else’s complaint

e gathering information that might lead to a complaint

e acting as a witness in a complaint

e saying something or giving evidence that does not support someone else’s complaint

Other conduct: Thisincludes any conduct which denigrates, ridicules, intimidates oris physically
abusive of an employee or group.

It is important to note that the essential characteristic of harassment is the fact that it is

unwanted by the recipient (not the intent of the alleged harasser) and that it is for each employee
to consider what behaviour is acceptable to them and what they regard as offensive.
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Allegations of harassment and or sexual harassment will result in an investigation and a hearing,
the results of which may lead to Calex UK Ltd’s disciplinary procedure being invoked, up to and
including gross misconduct (which, if proved, will warrant summary dismissal). In extreme
cases, perpetrators of harassment may also find themselves subject to criminal sanctions.

What is bullying?

Bullying includes offensive, intimidating, malicious, insulting, or humiliating behaviour; the
abuse of power or authority which attempts to undermine an employee or a group of employees.
This can include persistent criticism of an employee (as distinct from their work), isolation or
non-co-operation at work, exclusion from social activities and facial expressions (e.g. glaring).

Roles and responsibilities
We all have the following responsibilities:
e To set an appropriate example by behaving in a manner consistent with our business
ethos
e To ensure that harassment, sexual harassment and bullying do not occur within
departments or during client-based activities
e To take appropriate action where there are any incidents of harassment, sexual
harassment or bullying of which they are aware or ought to be aware
e Share a responsibility to ensure that a harmonious working environment is maintained in
which the dignity of all is respected
e Must ensure that their behaviour is beyond reproach and consistent with our business
ethos
e Reportanyincidents of harassment, sexual harassment or bullying of which they become
aware

Making a complaint
Complaints of harassment, sexual harassment or bullying may be raised by:

e Anyone who believes that they have been subject to such behaviour

e Anyone who believes that they have witnessed such behaviour

e Anyone who becomes aware of behaviour which breaches this policy, whether or not a
complaint has been made

Confidentiality

All complaints will be dealt with promptly and in strictest confidence, bearing in mind the need
to investigate fully any complaint which is made. Investigations will be independent and
objective, with respect for the rights of both the complainant and the person against whom the
allegations have been made. Where an employee raises a complaint with a third party and wishes
to remain anonymous, every effort will be made to respect these wishes. It should, however, be
noted that this may limit the scope of any discussion.

Where an employee raises a complaint with a third party and does not then wish the case to be
investigated, Calex UK Ltd will feel a strong duty to resolve the issue but will respect the wishes
of the employee. Calex UK Ltd will, however, reserve the right to monitor the situation. The
sensitive nature of harassment and/or sexual harassment is such that it is recognised that an
employee may not wish to discuss the situation initially with their Line Manager. The procedure
in this policy therefore differs slightly from the Calex UK Ltd Grievance Procedure in allowing for
the earlier involvement of Human Resources (HR).
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The informal stage
If an employee considers that they or anyone else has been harassed, sexual harassed or bullied,

they should, if they feel able, tell the person responsible immediately that their behaviour is
offensive and unwanted and that it must stop. This is often sufficient to correct the situation at
an early stage, particularly where those involved were not aware that their behaviour was causing
offence. If an employee is involved in an informal discussion of this kind, they should keep a
confidential note of the date and of what was said, since it may be required as evidence should
they wish to make any subsequent allegation of harassment, sexual harassment or bullying.

If the employee feels unable to confront the person who has harassed, sexually harassed or
bullied them, they may ask someone else (such as another Manager or HR representative), to
conduct an informal discussion with the other person on their behalf, with a view to resolving the
situation.

Formal complaints

If the employee considers that the situation is sufficiently serious, or they feel unable to hold or
initiate an informal discussion via a third party, they should proceed straight to making a formal
complaint. This complaint must be made in writing to an HR representative. The letter should set
out as much evidence as possible in support of the complaint. HR will initiate an investigation
into the allegation. This will include conducting interviews with both the employee, the alleged
harasser (separately) and any other witnesses. A hearing may then be convened (to be heard by
an independent individual), with support from a member of HR to reach a conclusion about what
action, if any, should be taken, as follows:

o Harassment, sexual harassment or bullying has occurred. If, after full investigation, the
evidence suggests that inappropriate behaviour has occurred, this will be deemed
reasonable grounds for invoking Calex UK Ltd’s Disciplinary Procedure (up to and
including gross misconduct) against the alleged harasser.

o No harassment or bullying has occurred. If the investigation reveals no grounds for
invoking Calex UK Ltd’s Disciplinary Procedure, the hearing will write to both parties,
within seven days (inclusive of weekends) to confirm its findings and the reason why no
action will be taken.

Appeals procedure

If the employee making the complaint is not happy with the outcome of the hearing, they may
appealinwriting to the HR Manager within seven days (inclusive of weekends) of receiving written
confirmation of the results of the hearing. The appeal hearing will take place as soon as is
possible following receipt of the written appeal and will be conducted by representatives not
previously involved in the case.

The decision of the appeal hearing will be confirmed in writing to the employee within seven days
(inclusive of weekends) and shall be deemed the final statement of Calex UK Ltd’s position.

The right to be accompanied: All those involved in a formal complaint of harassment and/or
sexual harassment (both the complainant and the person or people against whom the allegation
is made) have the right to be accompanied by a Company colleague at any stage in the process.

The rights of the employee accused of harassment
The person against whom the complaint has been made has the right to talk to a HR
representative, who is not involved in the case, for advice and assistance.
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Vexatious complaints

Any person found, after full investigation and consideration, to have made a frivolous, vexatious,
or malicious complaint of harassment, sexual harassment or bullying may be subject to Calex
UK Ltd’s Disciplinary Procedures.

Training

All employees are required to complete mandatory Harassment and Bullying and Sexual
Harassment elearning as part of our zero-tolerance approach to unacceptable workplace
behaviours. This is accessed via the LEXP platform. Completion of this training is a condition of
employment and will be monitored annually.

The Harassment, and Bullying policy is fully supported and will be monitored to ensure working
in practice. The policy will be reviewed every 12 months, considering, and taking action to
address any issues.

This policy is non-contractual and may be amended at any time to reflect changes in legislation,
best practice, or organisational requirements.
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