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PURPOSE 

This policy aims to encourage an environment in which everyone is entitled to             

work free of harassment for any reason.  

SCOPE 

This policy applies to all employees of Sysco Productions Ltd., job applicants,            

agency staff, contractors and consultants. 

Employees must understand that this policy is also incorporated into their           

Contract of Employment. 

Line Managers are responsible for ensuring that this policy is applied within their             

own department. Any queries on the application or interpretation of this policy            

must be discussed with the Managing Director prior to any action being taken. 

POLICY STATEMENT 

Sysco Productions Ltd., considers that harassment is harmful to employees,          

employers and customers / service users alike. It can subject individuals to fear,             

stress and anxiety. Great strains can be put on work, personal and family life.              

Harassment can lead to illness, accidents, absenteeism, poor performance, an          

apparent lack of commitment and people leaving employment. It can therefore           

impact badly on safety, organisational effectiveness and business/service        

success. 

Those who are harassed, victimised or bullied may often feel vulnerable and are             

reluctant to complain. This policy aims to ensure the fair treatment and dignity of              

women and men at work. It prohibits all forms of harassment, whether amounting             

to disability, racial, sexual or age discrimination or discrimination on the grounds            

of sexual orientation, religion or similar belief. 
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DEFINITION OF HARASSMENT 

The legal definition of harassment is unwanted verbal, non-verbal or physical           

conduct which has the purpose or effect of violating the dignity of a person, in               

particular when creating an intimidating, hostile, degrading, humiliating or         

offensive environment. 

DEFINITIONS OF UNACCEPTABLE BEHAVIOUR 

The following behaviours as defined below are unacceptable: 

Harassment consists of any unwanted conduct affecting the dignity of women           

and men at work. It includes unwelcome physical, verbal or non-verbal conduct            

and it could amount to unlawful discrimination. It can involve a single incident or              

may be persistent and may be directed towards one or more individuals. In             

addition to race, creed, colour, nationality, ethnic origin, it will be unacceptable if it              

is inflicted because of an individual’s or association with an individual’s age,            

language, religion or similar belief, political or other opinion affiliation, gender,           

gender reassignment, sexual orientation, marital status, connections with a         

national minority, national or social origin, property, birth or other status, family            

connections, membership or non-membership of a trade union, or disability. 

UNWANTED PHYSICAL CONTACT such as unnecessary touching, patting, pinching,         

brushing against another individual’s body, insulting or abusive behaviour or          

gestures, physical threats, assault, coerced sexual intercourse or rape. 

UNWANTED VERBAL CONDUCT such as unwelcome advances, patronising titles or          

nicknames, propositions or remarks, innuendo, lewd comments, jokes, banter or          

abusive language, which refer to an individual or a group’s gender, colour, race,             

religion or similar belief, nationality, ethnic or national origins, disability, sexual           
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preference, etc., repeated suggestions for unwanted social activities inside or          

outside the workplace. 

UNWANTED NON-VERBAL CONDUCT such as racially or sexually based graffiti          

referring to an individual’s characteristics or private life, abusive or offensive           

gestures, leering, whistling, display of pornographic or suggestive literature or          

other items, pictures or films/videos or inappropriate use of visual display units            

(VDUs) or network systems for this purpose. 

BULLYING including persistent criticism and personal abuse and/or ridicule, either          

in public or private, which humiliates or demeans the individuals involved,           

gradually eroding their self-confidence. 

UNLAWFUL VICTIMISATION consists of treating an individual less favourably than          

others are, or would be treated in the same or similar circumstances, because             

they have made a complaint or allegation of discrimination or have acted as a              

witness or informant in connection with proceedings under any discrimination          

legislation. 

OTHER CONDUCT that denigrates, ridicules, intimidates or is physically abusive of           

an individual or group. 

These examples are not exhaustive. Much of this behaviour would be considered            

to be gross misconduct, punishable by summary dismissal. However, none of the            

above types of behaviour will be tolerated. All will result in a disciplinary             

investigation and may constitute gross misconduct depending upon the         

circumstances of the case in question. 

PRINCIPLES 

● Any individual who believes that he/she has been subject to, or has            

witnessed harassment, victimisation or bullying has access to channels         

through which a complaint can be raised. 
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● The nature of harassment, victimisation or bullying is such that it is            

recognised that an individual may not wish to discuss it initially with his/her             

immediate manager. An Harassment Complaints Procedure has therefore        

been established, which may be used as an alternative to the Grievance            

Procedure. 

● Reference to and application of the Harassment Complaints Procedure         

removes neither the employee’s nor the employer’s legal or contractual          

rights, responsibilities, obligations or remedies. 

● All complaints must be taken seriously and dealt with in confidence and            

promptly.  Normally, cases should be concluded within two to four weeks. 

● If a complaint is upheld, the resolution of the situation needs to be             

immediate and to be aimed, amongst other things, at preventing any           

repetition of the behaviour or any associated behaviour. 

 

INFORMAL ACTION 

Any individual who feels that he/she or others have been harassed, victimised,            

bullied or treated in a way that breaches this policy should, if he/she feels able to                

do so, immediately tell the individual(s) doing it that the behaviour in question is              

offensive, unwanted, and that he/she wants it to stop. 

Alternatively, he/she may prefer to put it in writing to the individual(s) doing it,              

(keeping a dated copy of the letter), or to ask a work colleague or Trade Union                

representative to speak to the individual(s) on his/her behalf. 

A note should be kept of the date(s) the individual(s) was/were approached and             

what was said by all involved. This may be needed as evidence should             

harassment, victimisation or bullying continue or subsequently recur. 

This informal approach is often sufficient to correct the situation, particularly if            

the individual(s) involved was/were unaware that the behaviour was causing          
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offence. However, an individual who feels unable to deal with the matter            

informally or who continues to be subjected to behaviour that is in breach of this               

policy may choose to raise the matter formally as detailed below. 

FORMAL PROCEDURE 

Raising an Issue 

At any time, whether or not informal action has been taken, any person who feels               

that he/she or others have been harassed, victimised, bullied or treated in a way              

that breaches this policy can raise the matter directly with his/her manager,            

either verbally or in writing. If the matter is inappropriate to be discussed directly              

with his/her manager, the matter may be brought to the attention of the             

Managing Director who will appoint an appropriate manager to deal with the            

matter.  

In addition, any manager within the Company who becomes aware of behaviour            

which breaches this policy, whether or not a complaint has been made, has a              

responsibility to take the matter forward. 

Investigation 

The matter will be dealt with as follows: 

The appropriate manager must set up an investigation as soon as practically            

possible to establish whether there is a need to take disciplinary action. The             

investigating manager will be from a different department to the parties involved.  

At least one meeting must be held with the person who has raised the issue, to                

discuss the issues raised and to gain an understanding of how he/she would like              

the matter to be resolved. 
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Such investigations must be independent and objective with respect for the rights            

of both the complainant and the alleged perpetrator to be properly heard and             

represented. The investigating manager, in consultation with HR where possible,          

reserves the right to require both parties to remain away from the work premises,              

on full pay, whilst the investigation is ongoing.  

The manager may also consider offering specialist-counselling support to any of           

those involved.  

Outcomes 

The manager must inform any complainant and the alleged perpetrator(s) of the            

outcome as soon as possible following the conclusion of the investigation. This            

will be in the form of a written response. Any necessary steps will then be taken to                 

resolve the matter. 

If, following the investigation, the manager decides that there is a disciplinary            

case to answer, he/she must immediately invoke the disciplinary procedure. The           

rights of the alleged perpetrator will then be in accordance with the Disciplinary             

Procedure. 

Appeal 

If the complainant considers that the management’s handling of the matter has            

been inappropriate or is dissatisfied with the response given to the original            

complaint, he/she may appeal, in writing, to the Managing Director who will            

nominate an appropriate manager/director to hear the case within five working           

days of being informed by the manager of the outcome of the investigation. The              

complainant will be entitled to be accompanied to such an appeal by a trade              

union representative or by a work colleague. 
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A postponement of this meeting of up to five working days will be allowed where               

the trade union representative or work colleague is unable to attend the appeal             

meeting. The decision at this meeting will be communicated in writing to the             

complainant and will be final. 

Confidentiality 

All complaints and associated correspondence and interviews must be treated in           

strict confidence. Breaches in confidentiality will result in disciplinary action          

being taken. 

Companions  

In the event that, at any time during this procedure, the complainant attends a              

meeting with the appointed manager dealing with the case, he/she may be            

accompanied to such a meeting by a companion. Appendix I may be given to a               

companion to further explain his/her role. If the alleged perpetrator is asked to             

attend this or any other meeting, then he/she will also have a similar right of               

accompaniment. A postponement of a meeting of up to five days will be allowed              

where the companion is unable to attend the meeting.  

The person chosen by the employee as his/her “companion” may be a fellow             

worker; or a full-time official employed by a Trade Union; or a lay Trade Union               

official as long as they are certified as having experience of, or having received              

training in, acting as a companion at such a meeting. Only where the employee              

may have a communication disability or where the employee’s first language is            

not English, for reasons of providing equality and fairness at the meeting, may an              

appropriate translator from outside the Company act as a companion. 

The Company reserves the right to refuse to accept an individual as a “companion”              

in the event that there is a conflict of interest or unwarranted expenses incurred. 
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In all cases of alleged harassment involving a Trade Union representative, the            

companion will be the appropriate full-time official of the relevant Trade Union.  

The Managing Director must be consulted with regard to any queries or concerns             

over any particular companion. 

COMPLAINTS RAISED ON TERMINATION OF EMPLOYMENT 

If a claim of harassment is raised immediately prior to an employee leaving the              

Company’s employment, (or after they have left the Company’s employment) and           

it is not reasonably practical to follow the formal procedure in its entirety, an              

alternative procedure may be followed. If both the employee and the Company’s            

consent, in writing, the claim of harassment may be considered without a meeting             

being held with the complainant. In this case, the employee must still submit the              

claim of harassment in writing. After due consideration, the appropriate manager           

will provide a written response to the employee’s claim of harassment. In this             

case, there is no right to appeal against the outcome and the process will be               

deemed to be complete once the response has been provided. 

DELIBERATELY FALSE OR MALICIOUS ALLEGATIONS 

The Company will treat all complaints of harassment with the utmost seriousness            

and will investigate all such complaints as detailed above. However, it should be             

noted that, if it is established during the investigation that an employee has             

knowingly raised a false or malicious accusation against another person then the            

employee raising the complaint will be the subject of disciplinary action. The            

deliberately false defamation of another person’s character is equally         

unacceptable to the Company. 
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MEDIATION 

As an alternative to raising a complaint through the formal harassment procedure            

or at any stage of the procedure, an employee or the manager may request that               

the matter is dealt with through mediation. Mediation is voluntary and will only             

take place with the agreement of both parties. 

Where mediation is agreed once the formal harassment procedure has been           

started, the procedure will be adjourned whilst the mediation takes place. In the             

event that no mutually acceptable solution is reached through mediation, the           

procedure will be reconvened at the point of adjournment. 

Mediation will take the form of a relatively informal meeting, or series of meetings,              

involving the employee(s) concerned and the appropriate line manager. The          

meeting(s) may be initially held with the parties separately, depending upon the            

nature of the grievance. The mediation can be conducted by a trained mediator             

appointed from a Mediation Bureau referred by the Company or a HR professional.             

The role of the mediator will be to help the parties in dispute to come to an                 

agreement. The mediator will be independent and neutral to the dispute and will             

be there to facilitate the parties towards a mutually acceptable agreement. 

If the case is resolved through mediation, the mediator will assist the parties to              

draft a written agreement that will be signed by both parties as acceptance of its               

terms.  
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APPENDIX I 

THE ROLE OF THE COMPANION  

This document is to help you if you have been asked to act as a companion at a                  

meeting to do with an allegation of harassment. It sets out what you can and               

cannot do and what your overall role is. If you have any more questions please               

contact the Managing Director. 

Do I have a duty to accept a request to act as a companion? 

No, you do not have to accept a request to accompany a colleague at one of these                 

meetings. No pressure should be placed on you to attend and you do not have to                

give a reason for your decision not to attend. You should think carefully before              

accepting any request to act as a companion as it is an important role and must                

be taken seriously. 

However, do not be put off from acting as a companion through any fear of the                

perception the Company may have of you as a result of your acceptance of this               

role.  Acceptance or refusal of any request will not reflect personally on you. 

What is my role as a companion? 

Your main role as a companion is to support the worker whom you are              

accompanying. Your role is not to act as a representative but rather to act as an                

accompanying person. You cannot, therefore, ask and answer questions on behalf           

of the worker. You can, however, ask questions to increase your knowledge and             

understanding of the issues being discussed and you are allowed to ask to leave              

the room and confer with the worker. You may also ask to address the meeting if                
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you so wish to present the employee’s case, sum up and respond on the              

employee’s behalf to any view expressed at the meeting. 

Do I have to have legal knowledge and expertise? 

You do not have to know the law but you should be familiar with the facts of the                  

particular case. You should get together with your colleague before the meeting to             

discuss the issues being considered at the meeting so that you are fully informed.              

If you want any additional information before the meeting please contact HR. 

Will I get paid for the time off? 

Companions can attend meetings during working hours without loss of pay. You            

will be given the time not only to attend the meeting, but also reasonable time to                

familiarise yourself with the case and to confer with the worker before and after              

the meeting. If you choose to accept the request to act as a companion you are                

entitled to ask for a reasonable amount of paid time off in order to complete these                

duties.  Please refer to the Managing Director if you have any queries. 
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