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1. Introduction

Envirovent is committed to having a working environment where everyone is treated with dignity and
respect. The company does not tolerate bullying, harassment and/or victimisation and it expects
everyone working at or with Envirovent to behave respectfully towards others and never act in a way
that could be regarded as bullying, harassment and/or victimisation.

The aim of this policy is to help prevent the occurrence of bullying, harassment and/or victimisation
in the workplace, and to provide guidance on how to resolve complaints both informally and formally
should such behaviour occur.

2. Scope

This policy applies to all employees of Envirovent, as well as third parties interacting with our company.

3. Policy

a. Expectations

All aspects of an employee’s employment with Envirovent will be governed by the principles of merit,
competence, suitability and qualification and will not be influenced by sex, sexual orientation, race,
colour, creed, marital status, religion, disability, age or ethnic or national origin.

Envirovent and its’ employees have a mutual duty to treat each other honestly and with respect.

This means employees have the right to:
e have trust and confidence in their employer
e expect not to be bullied, harassed or victimised at work and expected to be treated fairly and
reasonably.

Envirovent have the right to:
e expect employees not to bully each other
e expect employees to treat their managers with respect and follow all reasonable instructions

Envirovent also have a legal duty of care to protect their employees from harm. This includes doing all
they can to encourage a fair workplace and taking any compliant seriously.

Employees have a responsibility to help ensure everyone they work with is treated with dignity and
respect.

Where an employee feels they can, they should actively discourage harassment, bullying or
victimisation by making it clear they find such behaviour unacceptable. All employees should support
those who suffer any such treatment and who are considering making a formal complaint. Employees
should alert a manager to any incident of harassment, bullying or victimisation to enable Envirovent
deal with the matter.

Line managers have an obligation to tackle harassment, bullying and victimisation in the workplace.
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a. Harassment
In discrimination law (Equality Act 2010) there are 3 types of harassment:
e harassment related to certain 'protected characteristics'

e sexual harassment (unwanted behaviour of a sexual nature)
e |ess favourable treatment as a result of harassment

Harassment is unwanted behaviour related to any protected characteristics:
e age
e disability
e gender reassignment
® race
e religion or belief
e sex

e sexual orientation

To be harassment, the unwanted behaviour must have either:
e violated the person's dignity

e created an intimidating, hostile, degrading, humiliating or offensive environment for the
person

It can be harassment if the behaviour:
¢ has one of these effects even it was not intended
e intended to have one of these effects even if it did not have that effect

By law, whether someone's behaviour counts as harassment depends on:
e the circumstances of the situation
e how the person receiving the unwanted behaviour views it
e if the person receiving the behaviour is 'reasonable’ to view it as they do

Unwanted behaviour can include:
e 3 serious one-off incident

e repeated behaviour

e spoken or written words, imagery, graffiti, gestures, mimicry, jokes, pranks, physical
behaviour that affects the person

The person being harassed might feel:
e disrespected
o frightened
e humiliated
e insulted
e intimidated
e threatened

It can still be against the law even if the person being harassed does not ask for it to stop.

The law on harassment related to a protected characteristic applies when someone:
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e has arelevant protected characteristic

e is harassed because they are thought to have a certain protected characteristic when they do
not

e is harassed because they have a connection with someone with a certain protected
characteristic

e witnesses harassment, if what they've seen has violated their dignity or created an
intimidating, hostile, degrading, humiliating or offensive working environment for them

b. Victimisation
Victimisation is when someone is treated less favourably as a result of being involved with a
discrimination or harassment complaint.

Ways someone could be victimised include:
e being labelled a troublemaker
e being left out
e not being allowed to do something

Victimisation is a specific type of discrimination under the law (Equality Act 2010). It's different
to bullying.

The law says victimisation means 'suffering a detriment' because you've done or intend to do a
'protected act'.

A 'protected act' means taking action related to discrimination law. This includes:
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

The law also protects a person from victimisation when someone else thinks the person has done or
intends to do any of the things above.

'Detriment' means someone experiences one or both of the following:
e being treated worse than before
e having their situation made worse

The law only protects someone from victimisation if they've done something 'in good faith'. This
means not acting maliciously.

Someone is not protected from victimisation if they:
e deliberately give false evidence
e deliberately make a false allegation of discrimination or harassment

c. Bullying
Although there is no legal definition of bullying, it can be described as unwanted behaviour from a
person or group that is either:

o offensive, intimidating, malicious or insulting
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e an abuse or misuse of power that undermines, humiliates, or causes physical or emotional
harm to someone

Bullying might:
e be aregular pattern of behaviour or a one-off incident
¢ happen face-to-face, on social media, in emails or calls
¢ happen at work or in other work-related situations
e not always be obvious or noticed by others

It's possible someone might not know their behaviour is bullying. It can still be bullying even if they do
not realise it or do not intend to bully someone.

Bullying of any kind is unacceptable, even if unintentional which is why colleagues are advised to
always consider their conduct and words carefully. There is an expectation from EnviroVent that
individuals know or reasonably ought to know the impact of their actions.

d. Safeguarding Children, Young People and Vulnerable Adults

Envirovent is committed to safe-guarding the welfare of children, young people and vulnerable adults.
We also recognise our responsibility to protect our employees against false allegations and to reduce
the likelihood of allegations being made against them.

Children and young people are those below the age of 18 years. Under no circumstances should an
employee work in a property on a one a one to one situation with a child or young adult below the
age of 18 years old. Where a one -off arrangement is required, employees must have a prior discussion
with a senior manager and the parents or carers and a clear, written justification for why the
arrangement is agreed.

Vulnerable adults:

o Are aged 18 years and over

o Are, or may be, in need of Community Care Services because of learning or physical disability,
older age or physical or mental illness

. Are, or may be, unable to take care of themselves, or unable to protect themselves from harm

or exploitation by others

The company ensure that appropriate Disclosure and Barring Service (DBS) checks are completed as
part of recruitment for any worker who may come into unsupervised contact with children, young
people or vulnerable adults. Recruitment practices also include a probation period and an induction.

To ensure a prompt and proportionate response when it appears that a child or young person or
vulnerable adult may be at risk of abuse or neglect; staff should remain vigilant about safeguarding
issues. Employees have a duty to report and concerns or suspicions they may have to their line
manager.

e. How to report harassment, victimisation or bullying
Envirovent acknowledge it’s often hard to come forward about these issues, but the company
needs your help to build a fair and safe workplace for employees.
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Individuals have the option to raise a complaint either informally or formally, based on the nature of
the complaint the business may feel the need to escalate the complaint formally even if this hasn’t
been outlined by the individual.

If an employee want to report harassment, victimisation or bullying within Envirovent:

Ask for an urgent meeting with the people team or line manager. Once in this meeting, explain the
situation in as much detail as possible. If there is any hard evidence (e.g. emails), forward it or bring it
with to the meeting.

Or send the complaint via email. If it is addressed to the line manager please cc in the People Team to
the email and attach any evidence or information that can be used in the investigation. The people
team and the line manager will discuss the issue and contact the individual as soon as possible.

If the complaint is about the line manager, then the employee should speak to that person’s superior.

Reports of any violations can be reported to the company’s independent whistleblowing channel held
by S&P: https://www.solerpalau.com/en-en/whistleblowing-channel/

It is an anonymous channel, only S&P Group’s Compliance Committee have access; depending on the
nature of the allegation it may be then sent to Envirovent for investigation.

To ensure a prompt and proportionate response when it appears that a child or young person or
vulnerable adult may be at risk of abuse or neglect; staff should remain vigilant about safeguarding
issues. Employees have a duty to report and concerns or suspicions they may have to your line
manager.

f. Inadvertent harassment / victimisation / bullying

Sometimes, people who harass / victimise / bully others do not realise that their behaviour is wrong.
We understand this is possible, but that doesn’t make the perpetrator any less responsible for their
actions.

If an employee suspect that someone doesn’t realise their behaviour is under the definition of this
policy, let them know and ask them to stop. Do so preferably via email so you can have records. Please
do not use this approach when:
e Line manager, an upper manager or customer is the perpetrator.
e Victimisation, harassment, or bullying goes beyond the boundaries of off-hand comments,
flirting or jokes.

In the above cases, employees should report to the People team as soon as possible.

g. Disciplinary action and repeat offenders

Harassment / victimisation / bullying will be considered as potential gross misconduct, which could
result in dismissal. This will be dependent on the severity of the case. Repeat offenders, found guilty
will result in dismissal.

We apply these disciplinary actions uniformly. Employees of any sexual orientation or other protected
characteristics will be penalised the same way for the same offenses.
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h. People Team responsibilities

First and foremost, the People Team and managers should try to prevent harassment, victimisation or
bullying by building a culture of respect and trust. But, when it does occur and an employee makes a
complaint, both HR and managers must act immediately.

Managers should talk to People Team and explain our company’s procedures to their team member
who made the complaint.

When the People Team receives a complaint that an employee harasses/victimises or bully’s another
employee, they will:

e Ask for as many details and information as possible from the person or people making the
complaint.

e Keep copies of the report with dates, times and details of incidents and any possible evidence
in a confidential file (separate from the personnel file.) HR should update this file with all
future actions and conversations regarding this complaint.

e lLaunch an investigation.

e Check if there have been similar reports on the same person. If there are, HR should contact
the perpetrator’s manager to let them know that their team member may get dismissed when
the investigation is over.

e Take into account the wishes of the victim. HR should consider the circumstances and decide
on appropriate action.

e Contact the perpetrator and set up a meeting to explain the complaint and explicitly ask for
this behaviour to stop, or,

o Arrange for mediation sessions with the two employees to resolve the issue, if the victim
agrees ofr,

e Launch adisciplinary process depending on the severity of the incident. In some cases, it could
be considered as gross misconduct and result in dismissal.

e At any stage in the procedure, suspension may be necessary. This is not a form of disciplinary
action or a penalty of any kind, nor should it be regarded as one. Suspension of this nature will
always be on full pay.

The People Team or managers must not, under any circumstances, blame the victim, conceal a report
or discourage employees from reporting harassment/bullying or victimisation. If HR or a manager
behaves that way, please send an email to their own manager or the Head of People and Safety
explaining the situation.

We welcome any feedback or complaints about our procedures and how our employees handled each
case.

i.  Speak up, we listen

Speaking up about the issues mentioned in this policy is often tough for fear of not being heard,
upsetting managers and challenging corporate culture.
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Please don’t let these fears deter you. Envirovent will do everything possible to stop such incidents
occurring, whilst supporting those effected. We need to know what’s going on so we can act on it. And
by raising your voice on this issue, employees help our company create a happy workplace and thrive.

Envirovent also have an Employee Assistance Programme (EAP) who can provide employees with
support. Contact the EAP on 0800 015 7287. It’s independent, confidential and there’s no charge.

4. Related Documents / Appendices
e S&P Code of Conduct
e Sexual Harassment Policy
e Anti-Bribery and Corruption Policy
e Whistleblowing Policy
e Grievance Policy

Signed by:

Andrew Makin
Managing Director
Date: 01/11/2024
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