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1. Purpose
The purpose of this policy is to provide a clear and consistent stance against bullying and harassment within Colart. We are committed to fostering a workplace environment where every individual is treated with dignity, respect, and fairness. This policy aims to prevent and address any behaviours that undermine these principles, ensuring a safe and supportive environment for all employees. By articulating the definitions, reporting mechanisms, and consequences of bullying and harassment, we strive to cultivate an organisational culture that promotes integrity and accountability.

This policy does not form part of your terms and conditions of employment and may be subject to change at our discretion.

2. Scope
This Policy applies to all Colart employees based in the UK including full-time, part-time, and temporary staff, contractors, and agency staff. It seeks to establish clear guidelines for support and procedures, ensuring that it encompasses behaviour that occurs in the workplace, during work-related assignments, at work-sponsored events or functions, and in any other context where an individual's actions may affect the workplace environment. Additionally, this policy covers all forms of communication, ensuring that all channels of contact adhere to the standards of conduct. This policy also extends to behaviour that occurs outside of the workplace if it impacts the work environment or the well-being of employees within the organisation.

You may feel you have been harassed or bullied in the workplace by a third party, e.g. a supplier or customer of Colart. This is unacceptable, and we will work to support you and protect you from such behaviour. If you have been bullied or harassed at work by a third party, then you should immediately speak to your manager, who will ensure that the matter is dealt with. 

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

· offensive, intimidating, malicious or insulting
		
· an abuse or misuse of power that undermines, humiliates, or causes physical or emotional harm to someone.
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Bullying might be:

· be a regular 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
· 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. (ACAS definition)

The Equality Act 2010 defines harassment as:

Bullying and harassment are often confused. By law (Equality Act 2010), bullying behaviour can be harassment if it relates to any of the following 'protected characteristics': Unwanted conduct related to relevant protected characteristics, which are:

· age
· disability
· gender reassignment 
· marriage and civil partnership
· pregnancy and maternity
· race (which includes colour, nationality and ethnic)
· religion or belief
· sex 
· sexual orientation,

Harassment has the purpose of violating a person's dignity or creating an intimidating, hostile, degrading, humiliating or offensive environment for that person; or is reasonably considered by that person to have the effect of violating his/her dignity or of creating an intimidating, hostile, degrading, humiliating or offensive environment for him/her, even if this effect was not intended by the person responsible for the conduct.

In addition, harassment can be related to someone’s association with a person who has a protected characteristic (e.g. a disabled child), or because they are wrongly perceived to have one. Harassment as defined under the Equality Act amounts to unlawful discrimination and is therefore an extremely serious offence. Serious bullying or harassment may amount to civil or criminal offences.

All forms of harassment, whether they amount to unlawful discrimination, are unacceptable. Bullying and harassment is considered misconduct or gross misconduct depending on the severity and will usually lead to sanctions under our Disciplinary policy, up to and including summary dismissal.

4. Examples of Bullying and Harassment
Examples of bullying at work could include but not limited to:

· constantly criticising someone's work
· spreading malicious rumours about someone
· constantly putting someone down in meetings
· deliberately giving someone a heavier workload than everyone else
· excluding someone from team social events
· putting humiliating, offensive or threatening comments or photos on social media

Upward bullying
Bullying can also happen from staff towards someone more senior, for example a manager. This is sometimes called 'upward bullying' or 'subordinate bullying'.
It can be from one employee or a group of employees.

Examples of upward bullying can include:

· showing continued disrespect
· refusing to complete tasks
· spreading rumours
· constantly undermining someone's authority
· doing things to make someone seem unskilled or unable to do their job properly

It can be difficult for someone in a senior role to realise they're experiencing bullying behaviour from their staff. It's important to consider the real reasons for the behaviour. For example, there might be a wider issue with the culture of the organisation that can be identified and addressed.

Examples and types of harassing behaviour could include but not limited to:

· offensive jokes, banter and comments
· ostracising or "freezing out", ignoring and staring
· patronising comments and remarks
· mimicking
· use of derogatory terms
· inappropriate personal questions or comments
· belittling or patronising comments or nicknames
· assault or other non-accidental physical contact, including disability aids
· the display, sending or sharing of offensive letters, publications, objects, images or sounds
· graffiti
· offensive comments about appearance or clothing
· deliberate and consistent behaviours which demonstrate a non-acceptance of aspects relating to protected or personal characteristics, for example, failure to use requested gender pronoun for a transitioning individual

In addition, other specific behaviours may be attributed to sexual harassment or stalking, these may also be criminal acts.

5. Sexual harassment
Sexual harassment is unacceptable in all forms and will be treated as a serious disciplinary offence. Sexual harassment can be especially difficult to make a formal complaint about, as it is often felt to be one word against another, it may or may not have been initially consensual, and it can feel deeply personal.

Colart will not tolerate any form of sexual harassment or assault. If you bring a complaint to us, we will support you sensitively and proactively and will take all complaints very seriously. 

Examples of sexual harassment but not limited to:

· indecent exposure
· sexual assault
· unwelcome sexual advances, propositions or pressure for sexual activity, continued suggestions for social activity within or outside the workplace after it has been made clear that such suggestions are unwelcome
· suggestions that sexual favours may further a colleague's career or refusal may hinder it, for example, promotions, salary increases etc
· leering, whistling or making sexually suggestive comments or gestures, innuendoes or lewd comments
· following, stalking or spying
· display of sexual materials, including on a computer screen
· any sexually orientated conduct, including “joking” or innuendo

Something can still be considered sexual harassment even if the alleged harasser didn't mean for it to be. It can be a one-off incident, or a series of incidents. It doesn't have to be intentionally directed at a specific person. The most extreme form of sexual harassment is sexual assault. This is a serious crime and Colart will support you if you decide to press charges against an offender. We can arrange for someone to accompany you to make a complaint to the police, and we will provide all possible support.

6. Roles and Responsibilities
We all have a responsibility to help create and maintain a work environment free of bullying and harassment. 
Managers responsibilities
· lead by example – always demonstrate professionalism and a respectful behaviour
· ensure that they provide a supportive and inclusive working environment
· make sure that staff know what standards of behaviour are expected of them and are clear that bullying or harassment, or both is unacceptable
· intervene immediately to stop bullying or harassment
· report promptly to the HR Team any complaint of bullying or harassment, or any incident of bullying or harassment witnessed by them.
· respond constructively and supportively where an employee raises a concern regarding bullying and harassing behaviours or is accused of such behaviours
· Assess the seriousness of the complaint and determine whether the matter should be addressed refer to section 7
· Foster continuous improvements and the risks arising from either parties continuing to work together while the concern is being addressed
· Identify suitable alternative placement(s) and appropriate support mechanisms to prevent isolation where it is not possible to keep both parties together.
· Consider referring to any support mechanisms to maintain health and wellbeing during the process.

Employee responsibilities

· being aware of how your own behaviour may affect others - you can still cause offence even if you are "only joking"
· treating your colleagues with dignity and respect
taking appropriate action if you think inappropriate jokes or comments are being made
making it clear to others, in a respectable manner, when you find their behaviour unacceptable
· intervening, if possible, to stop harassment or bullying and giving support to recipients
· making it clear that you find harassment and bullying unacceptable
· reporting harassment or bullying to your manager or the HR Team at an early stage and supporting us in the investigation of complaints 
· if a complaint of harassment or bullying is made, not prejudging or victimising the complainant or alleged harasser
· Consider accessing any support mechanisms to maintain health and wellbeing during the process

7. Reporting Procedures
You have an absolute right to complain if you are treated in a manner that you believe constitutes harassment or bullying. In this section we outline the steps to be taken when addressing incidents of bullying and harassment within Colart. It is designed to ensure that all complaints are handled promptly, fairly, and confidentially, in line with our commitment to providing a safe and respectful workplace for everyone.
Informal approach
You may be able to sort out matters informally, and we encourage you to raise any concerns at an early stage so that any inappropriate behaviour can be dealt with before it escalates. The person may not realise that their behaviour is unwelcome or upsetting. An informal discussion may help them to understand the effects of their behaviour and agree to change it.
You may feel able to approach the person yourself, or with the help of a manager, a colleague, or someone in the HR Team. Alternatively, an initial approach could be made on your behalf by one of these people. You may wish to tell the person what behaviour you find offensive and unwelcome. You may want to add that, if the behaviour continues, you intend to make a formal complaint to your manager or the HR Team. We recommend that you keep a note of the date of the incident(s) and what was said and done, along with any relevant texts, emails, screen shots of social media etc. This will be useful evidence if the unacceptable behaviour continues, and you wish to make a formal complaint. 


Mediation
Depending on the nature of your concerns, we may discuss with you whether it would be useful to arrange some form of mediation. This may involve one or two third party mediators, usually other members of our staff.
Mediators usually start by listening separately to the concerns of each of the parties involved. They will then facilitate a discussion between both parties to give you the chance to openly voice your concerns to each other. The mediator will then give you both the opportunity to start thinking about how things might progress by identifying the issues that have caused the conflict in the hope that you can agree ways to improve the situation.
We only use mediation if everyone involved agrees to try it. We encourage all parties to engage openly. Using mediation at an informal stage would not prevent you from raising a formal grievance about bullying and harassment later if your issues remain unresolved.
Formal approach (grievance)
If you feel unable to deal with the issues informally, or if you have already approached the person to no avail, or if the harassment or bullying is of a serious nature, you may want to raise a formal complaint using our Grievance Policy. In the case of grievances about bullying or harassment, you can choose whether to raise your grievance with your manager or directly with the HR Team.
At Colart we will aim to keep grievance investigations confidential and within your business area where possible, we may delegate this to an appropriate manager within a different part of the business, depending on the allegations and considering what is most appropriate in the circumstances.
Your complaint will be investigated promptly and, if appropriate, disciplinary proceedings will be brought against the alleged harasser. However, we will not usually be able to provide you with the specific details of any action taken against an alleged harasser, to protect their own confidentiality.
In very serious cases, a criminal offence may have been committed, and you may wish to report matters to the police. We can arrange for someone to accompany you to make a complaint to the police, and we will provide all possible support.
8. Investigation Process
During our investigation into your grievance, we will consider whether it is appropriate for you and the alleged harasser to continue working together in the same team (if this is the case) while the complaint is under investigation. This will depend on the individual circumstances. If your complaint is upheld, and the person found to have bullied or harassed you remains in our employment, we will work closely with you both to see whether rebuilding the working relationship between you is possible, e.g. via mediation and support. There are 3 potential outcomes following the investigation: 

· Complaint is not upheld
· Complaint is upheld and justifies learning outcomes
· Complaint is upheld and justifies referral to a formal disciplinary process (refer to disciplinary policy)
If your complaint is not upheld, managers will support all parties to rebuild working relationships, e.g. via mediation and support. We expect everyone involved to work together professionally at all times. 

If you tell us about serious bullying or harassment but then decide you do not want to proceed with a formal grievance process, we may still need to investigate your initial allegations in order to safeguard you and other staff or customers. If this is the case, then we will let you know this.

9. Risk Assessment 
As part of our commitment to providing a safe and respectful work environment, we conduct regular risk assessments to identify and manage potential risks related to bullying and sexual harassment. This includes evaluating workplace culture, reporting mechanisms, power dynamics, isolated working arrangements, and social events involving third parties. The assessment helps ensure that appropriate controls and preventative measures are in place, and it is reviewed annually or after any reported incident. (please refer to Appendix 2 – Bullying and Harassment Risk Assessment)

10. Contractors and Third Party
Colart is committed to extending its commitment to a bullying and harassment-free environment beyond its immediate operations, reaching all contractors, suppliers, and third-party partners. This section outlines the expectations and requirements for these parties, ensuring that our standards for respectful conduct are upheld throughout our wider network. (Please refer Appendix 1 – Compliance Agreement)

11. Employee Support 
Help@hand, provided by Unum, is your go-to resource for a range of health and wellbeing services. Whether you need medical advice, mental health support, or assistance with everyday challenges, Help@hand is here to support you. With features like virtual GP consultations, mental health counselling, and physiotherapy, you can access the care you need, when you need it, right from your smartphone. Employee Assistance Programme – Colart Intranet

12. Policy Review
This policy will be reviewed annually and updated as necessary to ensure compliance with legal standards and alignment with company objectives.

	Date
	Amendment
	Version

	April 2025
	New policy for Colart
	1.0


	Author
	HR Business Partner

	Effective date
	May 2025

	Policy owner
	HR Director UK


Appendix 1
Third-Party Acknowledgement and Compliance Agreement

To foster a safe and respectful environment for all, Colart is committed to preventing all forms of harassment, including sexual harassment and bullying. This document outlines the obligations and expectations for all third-party partners, such as contractors, suppliers, and affiliates. Compliance with these standards is a fundamental condition of our partnership.
Policy Overview
Colart has a zero-tolerance policy towards harassment and bullying, which includes any unwanted conduct that undermines the dignity of individuals or creates an intimidating, hostile, degrading, humiliating, or offensive environment. This above policy covers a wide range of behaviours, including but not limited to, verbal or physical harassment, sexual harassment, and any form of bullying.
Requirements for Third Parties
All third-party partners must comply with Colart's comprehensive harassment and bullying policies. A copy of the policy has been provided alongside this document. Third parties are expected to have and enforce their policies that align with our standards and provide regular training on recognising and preventing harassment and bullying.
Reporting Incidents
Third-party partners must implement effective reporting mechanisms for any incidents of harassment or bullying, ensuring confidentiality and protection against retaliation. Report any incidents involving Colart or its employees immediately to our HR Team HR.Support@colart.com 
Cooperation with Investigations
Full cooperation is required from third parties in any investigations conducted by Colart regarding allegations of harassment or bullying. All participants involved in the investigations must maintain confidentiality and provide honest and comprehensive information.
Consequences of Non-Compliance
Non-compliance with the terms outlined in this agreement may lead to re-evaluation and possible termination of the contractual relationship. Colart reserves the right to pursue necessary legal action for any breaches of this agreement.
Acknowledgment and Agreement
By signing below, you confirm that you have read and understood the contents of this document and the attached policies on harassment and bullying. You agree to comply with all the requirements outlined and maintain the standards of conduct expected by Colart.

Signature:_________________________
Print Name:________________________
Company Name:______________________
Position:___________________________
Date:_____________________________
image1.png




