BULLYING &
HARASSMENT POLICY

1- Purpose

TAA is committed to providing a work environment that is free from bullying and harassment, ensuring
all employees, suppliers, and visitors are treated with respect and dignity. This policy outlines TAA's
stance on bullying and harassment and provides guidance on how to handle concerns or incidents
related to such behaviours.

This policy applies to all employees, apprentices, learners, suppliers, contractors, and partners of TAA. It

covers behaviour in the workplace, learning environments, employer premises, work-related events, and
online or digital communications.

This policy is informed by the Equality Act 2010, the Protection from Harassment Act 1997, the Health
and Safety at Work etc. Act 1974, and relevant employment law.

3 - Definitions

Bullying

Bullying is unwanted behaviour that involves the misuse of power, either by an individual or group, and is
intended to harm, intimidate, or coerce. Bullying can be physical, verbal, or psychological and can occur in
person or online.

Examples of bullying include:

Verbal abuse, such as shouting, swearing, or name-calling.

Spreading malicious rumours or gossip.

Undermining a person's work or deliberately setting impossible tasks.
Excluding someone from social or work-related activities.

Cyberbullying, including abuse via email, messaging platforms, social media, virtual meetings, or
learning platforms.



Harassment

Harassment is any unwanted conduct related to a protected characteristic as defined by the Equality Act
2010] that has the purpose or effect of violating a person’s dignity or creating an intimidating, hostile,

degrading, humiliating, or offensive environment.

Examples of harassment include:

Inappropriate jokes, comments, or gestures related to personal characteristics.
Unwelcome physical contact.

Displaying offensive material, such as posters, emails, or messages.

Stalking, persistent or unwelcome attention.

4 - Policy Statement

TAA will not tolerate any form of bullying or harassment. All employees have a right to:

e Work in an environment free from intimidation, harassment, or bullying.
® Be treated with dignity and respect.
® Raise concerns about bullying or harassment without fear of retaliation.

Victimisation of any individual who raises a concern, supports a complaint, or participates in an

investigation will not be tolerated and may result in disciplinary action.

Where bullying or harassment raises safeguarding concerns, including risks of exploitation, harm, or
extremism, these will be managed in line with TAA's Safeguarding and Prevent policies.

TAA encourages employees to speak up and report any incidents of bullying or harassment so they can be
addressed promptly and effectively.

5 - Employee Responsibilities

All employees, regardless of their position, have a responsibility to:

e Treat others with respect and contribute to a positive work environment.
e Refrain from engaging in, or condoning, any form of bullying or harassment.
® Reportincidents of bullying or harassment if witnessed or experienced.

Managers have additional responsibilities to:

Ensure that their team members are aware of this policy and understand its implications.

Take all complaints of bullying or harassment seriously and deal with them promptly and fairly.

Set an example by fostering a culture of respect and zero tolerance toward inappropriate behaviour.
Managers must take reasonable steps to protect staff from bullying or harassment by third parties,
including learners, employers, contractors, or visitors



6 - Procedure for Reporting Bullying or

Harassment

TAA encourages all employees to report any concerns about bullying or harassment as soon as possible.
Complaints can be made informally or formally, depending on the employee’s preference.

Informal Resolution

® |n many cases, individuals who experience bullying or harassment may feel comfortable addressing
the issue directly with the person responsible, explaining that their behaviour is inappropriate and
should stop.

e If an employee prefers, they can ask their manager or another senior colleague to speak with the
person on their behalf.

Formal Complaint

e If the matter cannot be resolved informally, or if the behaviour is serious, employees can submit a
formal complaint in writing to their line manager or the designated HR representative.

e All formal complaints will be investigated thoroughly and impartially, ensuring confidentiality is
maintained to the fullest extent possible.

7 - Investigation Process

When a formal complaint is made, the following steps will be taken:

1.  Acknowledgment: The complaint will be acknowledged in writing within [insert timeframe, e.g., 5
working days of receipt.
2. Investigation: An impartial investigator, typically from a manager or director, will conduct an

investigation by gathering evidence, interviewing witnesses, and reviewing any relevant
documentation.

3. Outcome: Based on the findings, a decision will be made, and appropriate actions will be taken, which

may include disciplinary action against the perpetrator, support for the complainant, or mediation
between parties.

4. Communication: The complainant and the accused will be informed of the outcome of the
investigation. Appropriate support will be provided to all parties involved.

Investigations will normally be concluded within 20 working days, where practicable, recognising that
complex cases may require additional time.

8 - Confidentiality

All complaints of bullying and harassment will be treated with the utmost confidentiality. Information will
be shared only with those who need to know in order to resolve the complaint. Breaches of confidentiality
by employees during an investigation may result in disciplinary action.



9 - Support for Employees

TAA is committed to supporting employees who raise concerns about bullying or harassment. Support
options include:

e Access to confidential counselling services, if needed.

® Mediation services, where both parties agree to it.

e Temporary adjustments to working arrangements to ensure the safety and well-being of affected
individuals.

10 - Disciplinary Action

If an investigation concludes that bullying or harassment has occurred, TAA may take disciplinary action
against the perpetrator, which could include:

A formal warning.

Mandatory training or counselling.
Suspension.

Dismissal in cases of gross misconduct.

False or malicious complaints of bullying or harassment may also result in disciplinary action.

11 - Monitoring and Review

TAA will regularly review this policy to ensure its effectiveness and alignment with current best practices
and legal requirements. This policy will be reviewed annually or whenever changes in legislation or
company practices require an update.

Approval and Acknowledgment

This Bullying and Harassment Policy has been approved by the directors and applies to all employees,
suppliers, and partners of TAA.
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Approved Directors




