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Sexual Harassment Prevention Policy
1. Policy Statement
Ductform HFE is committed to providing a safe, inclusive, respectful, and professional working environment in which all employees, workers, contractors, agency staff, clients, suppliers and visitors are treated with dignity and respect.
We have a zero-tolerance approach to sexual harassment and are committed to taking all reasonable steps to prevent sexual harassment in the workplace in accordance with the Equality Act 2010 and the Worker Protection (Amendment of Equality Act 2010) Act 2023.
Sexual harassment will not be tolerated under any circumstances and may result in disciplinary action up to and including dismissal.
2. Purpose
The purpose of this policy is to:
· Prevent sexual harassment in the workplace
· Promote a culture of dignity, respect, and inclusion
· Ensure all workers understand what constitutes unacceptable behaviour
· Provide clear reporting and investigation procedures
· Fulfil our legal duty to take reasonable steps to prevent sexual harassment
3. Scope
This policy applies to:
· All employees, regardless of seniority, employment status, or employment duration
· Workers, contractors, consultants, agency staff, apprentices, interns, and volunteers
· Work-related activities including:
· Business travel
· Training events
· Conferences
· Social events connected to work
· Online meetings and digital communications
· Interactions with clients, suppliers, and any relative third parties.
4. Definition of Sexual Harassment
Sexual harassment is unwanted conduct of a sexual nature that has the purpose or effect of:
· Violating a person's dignity; or
· Creating an intimidating, hostile, degrading, humiliating, or offensive environment
Examples include, but are not limited to:
· Unwanted sexual comments, jokes, or innuendo
· Sexual advances or propositions
· Unwanted touching, hugging, kissing, or physical contact
· Displaying or sharing sexually explicit images or materials
· Sending inappropriate emails, messages, or social media communications
· Comments about a person's body, appearance, or sex life
· Repeated requests for dates after a refusal
· Staring, leering, or making sexual gestures
· Sexual coercion or threats
The impact on the recipient is a key consideration. Conduct may constitute harassment, even when it was not intended to cause offence.
5. Third-Party Harassment
We recognise that sexual harassment may be committed by third parties, including:
· Clients
· Service users
· Contractors
· Suppliers
· Visitors
Where risks of third-party harassment are identified, we will take reasonable preventative measures, which may include:
· Risk assessments
· Staff guidance and training
· Reporting procedures
· Warnings or restrictions on offending third parties
· Termination of business relationships where appropriate
6. Responsibilities
Senior Management
Senior leaders are responsible for:
· Promoting a culture of dignity and respect
· Ensuring adequate resources are available to implement this policy
· Monitoring compliance and effectiveness
Managers
Managers must:
· Lead by example
· Take concerns seriously and act promptly
· Address inappropriate behaviour immediately
· Support employees who raise concerns
· Escalate complaints in accordance with this policy

Employees and Workers
All staff are responsible for:
· Treating others with dignity and respect
· Refraining from any form of sexual harassment
· Reporting incidents witnessed or experienced
· Cooperating with investigations
7. Preventative Measures
To comply with legal obligations, we will take reasonable steps to prevent sexual harassment, including:
· Maintaining and communicating this policy
· Reviewing workplace culture and behaviours
· Encouraging early reporting of concerns
· Taking prompt corrective action where risks are identified
8. Reporting Concerns
Any individual who experiences, witnesses, or becomes aware of sexual harassment should report it as soon as possible.
Reports may be made to:
· Immediate Supervisor/Manager
· Human Resources
· Managing Director
Reports will be treated seriously, sensitively, and confidentially as far as possible.
No person will suffer retaliation, victimisation, or detrimental treatment for raising a concern in good faith.
9. Investigation Procedure
All complaints will be investigated promptly, fairly, and impartially.
Investigations may involve:
· Interviews with relevant parties
· Review of documents, messages, emails, or other evidence
· Collection of witness statements
Both the complainant and the subject of the complaint will be treated fairly throughout the process.
10. Disciplinary Action
Where allegations are substantiated, appropriate action will be taken.
Depending on the circumstances, this may include:
· Informal resolution
· Formal warnings
· Mandatory training
· Redeployment
· Dismissal for gross misconduct
· Action against third parties, including exclusion from premises or termination of commercial relationships
11. Support for Individuals
We will provide appropriate support to individuals affected by sexual harassment, including access to:
· Managers
· Human Resources
· External support organisations
12. Monitoring and Review
The organisation will regularly review:
· Reported incidents and trends
· Compliance with legal requirements
This policy will be reviewed annually, or sooner if legislation, guidance, or organisational requirements change.
Signed:__________________________________
Name: __________________________________
Title:    __________________________________
Date:   __________________________________
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