AARK DISPLAY LIMITED
EQUALITY, DIVERSITY, HARASSMENT,
BULLYING AND INCLUSION POLICY

INTRODUCTION

All members of staff are entitled to be treated with dignity and respect in their place of work. This means freedom
from behaviour by colleagues that can be interpreted as bullying or harassment or that causes offense and access
to redress if such behaviour does arise. It also means standards of everyday behaviour that contribute to a working
environment in which mutual respect and individual dignity are maintained.

Personal harassment takes many forms but whatever form it takes, it is unlawful under the Equality Act 2010 and will
not be tolerated. For information on our zero-tolerance approach to sexual harassment in the workplace, including
what behaviour can amount to sexual harassment, third-party sexual harassment and what to do if you witness or are
subjected to sexual harassment, you should read our separate Sexual Harassment Policy.

This policy covers all areas of the organisation. We recognise that we have a duty to implement this policy, and all
employees are expected to comply with it. We will also endeavour to review this policy at regular intervals in order to
monitor its effectiveness.

OUR COMMITMENT AS AN EMPLOYER
The Company is committed to:

e creating an environment in which individual differences and the contributions of our staff are recognised and
valued

e everyone is entitled to a working environment that promotes dignity and respect to all. No form of intimidation,
bullying or harassment will be tolerated

e providing training, development and progression opportunities to all staff

e understanding equality and inclusion in the workplace is good management practice and makes sound
business sense

e reviewing all our employment practices and procedures to ensure fairness and inclusion for all

e taking steps to ensure equity amongst our workforce such as ensuring that our vacancies are advertised
to a diverse range of potential candidates and, where relevant, to particular groups that have been identified
as disadvantaged or underrepresented in our Company, taking positive action to recruit disabled people
and ensuring there are no unlawful barriers to accessing our employment opportunities, training, progression
opportunities, benefits and facilities

e diversity in our workforce will be regularly monitored to ensure equal opportunities throughout the Company.
Where appropriate, measures will be taken to identify and remove unnecessary obstacles and to meet the
special needs of disadvantaged or underrepresented groups

e monitoring and reviewing this policy annually.

OUR COMMITMENT AS A SERVICE PROVIDER
The Company is committed to:

e providing services to which all clients are entitled regardless of age, disability, gender reassignment, marriage
and civil partnership, pregnancy or maternity, race, religion or belief, sex or sexual orientation

e making sure our services are delivered equally and meet the diverse needs of our service users and clients

e taking steps to ensure equity amongst our clients and service users such as removing any unlawful obstacles
to accessing our services or facilities. Where appropriate, measures will be taken to identify and remove
unnecessary barriers and to meet the special needs of disadvantaged or underrepresented groups

e fully supporting this policy by senior management and ensuring agreement has been reached with employee
representatives, if applicable

e monitoring and reviewing this policy annually

e having clear procedures that enable our clients, candidates for jobs and employees to raise a grievance or
make a complaint if they feel they have been unfairly treated.
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BULLYING AND HARASSMENT

Behaviour can constitute bullying or harassment where it violates the dignity of a member of staff on the grounds of
their protected characteristics, such as:

® age

e disability

e gender reassignment

® marriage and civil partnership
® pregnancy or maternity

® race

e religion or belief

® sex

]

sexual orientation.

Bullying and harassment can also be recognised through behaviour which creates an intimidating, hostile,
degrading, humiliating or offensive environment. Individual or accumulative acts can seriously undermine the
dignity, confidence and work satisfaction to such an extent that it has an effect on job performance and general
happiness both inside and outside work.

Conduct becomes harassment if it persists and it has been made clear that it is regarded as offensive by the
recipient or a witness to the conduct, although a single offensive act can amount to harassment if it is sufficiently
serious.

Whatever form it takes, personal harassment is always taken seriously and is totally unacceptable.
We recognise that personal harassment can exist in the workplace, as well as outside and that this can seriously

affect employees’ working lives by interfering with their job performance or by creating a stressful, intimidating and
unpleasant working environment.

RESPONSIBILITIES

EMPLOYEE RESPONSIBILITIES

The Organisation requires its employees to behave appropriately and professionally at all times during the working
day and this may extend to events outside of working hours which are classed as work-related, such as social
events. Employees should not engage in discriminatory, harassing or aggressive behaviour towards any other
person at any time.

Any form of harassment or victimisation may lead to disciplinary action up to, and including, dismissal if it is
committed:

® in a work situation

e during any situation related to work, such as a social event

e against a colleague or other person connected to the employer outside of a work situation, including on social
media

e against anyone outside of a work situation where the incident is relevant to their suitability to carry out the role.

A breach of this policy will be treated as a disciplinary matter.

EMPLOYER RESPONSIBILITIES

The Organisation will be responsible for ensuring all members of staff, including seniors and those within
management positions, understand the rules and policies relating to the prevention of harassing and bullying
behaviour at work and during work-related social events. We will promote a professional and positive workplace,
whereby managers are alert and proactively identify areas of risk and incidents of harassment, sexual harassment
and bullying.
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We will also take into account aggravating factors, such as abuse of power over a more junior colleague, when
deciding what disciplinary action to take.

Where an incident is witnessed, or a complaint is made under this policy, the Organisation will take prompt action to
deal with this matter. All incidents will be deemed serious and dealt with in in a sensitive and confidential manner.

DEFINITIONS

HARASSMENT

Personal harassment takes many forms and employees may not always realise that their behaviour constitutes
harassment. Personal harassment is unwanted behaviour by one employee towards another that has the purpose
or effect of violating a person’s dignity or creating an intimidating, hostile, degrading, humiliating or offensive
environment for that person.

Examples of harassment include:

insensitive jokes and pranks

spoken words

written words

lewd or abusive comments

graffiti

physical gestures

facial expressions

mimicry

acts affecting a person’s surroundings

aggression

physical behaviour towards a person or their property
deliberate exclusion from conversations

displaying abusive or offensive writing or material
abusive, threatening or insulting words or behaviour
name-calling

picking on someone or setting them up to fail

exclusion or victimisation

undermining their contribution/position

demanding a greater work output than is reasonably feasible
blocking promotion or other development/advancement.

These examples are not exhaustive and disciplinary action at the appropriate level will be taken against employees
committing any form of personal harassment.

SEXUAL HARASSMENT

Sexual harassment can take place in many forms within the workplace and can go undetected for a period of time
where employees do not understand that particular behaviour is classed as sexual harassment. Sexual harassment
is unwanted conduct of a sexual nature which has the purpose or effect of violating a person’s dignity or creating an
intimidating, hostile, degrading, humiliating or offensive environment for that person. It can include:

sexual comments or jokes

displaying sexually graphic pictures, posters or photos
suggestive looks, staring or leering

propositions and sexual advances

making promises in return for sexual favours

sexual gestures

intrusive questions about a person’s private or sex life or a person discussing their own sex life
sexual posts or contact on social media

spreading sexual rumours about a person

sending sexually explicit emails or text messages
unwelcome touching, hugging, massaging or kissing.
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Sexual harassment can also take place where an employee is treated less favourably because they have rejected,
or submitted to, the unwanted conduct that is related to sex or is of a sexual nature. Whether less favourable
treatment occurs as a result will be examined broadly and includes areas such as blocking promotion and refusal of
training opportunities or other development opportunities.

LESS FAVOURABLE TREATMENT FOR REJECTING OR
SUBMITTING TO UNWANTED CONDUCT

This occurs when:
a.someone is subjected to unwanted conduct:
i. of a sexual nature
ii. related to sex
ii. related to gender reassignment

b.the unwanted conduct has the purpose or effect of:
i. violating their dignity
ii. creating an intimidating, hostile, degrading, humiliating or offensive environment for them
iii. them being treated less favourably because they submitted to, or rejected, the unwanted conduct.

DETRIMENTAL BEHAVIOUR BECAUSE OF AN
SSOCIATION WITH A PROTECTED CHARACTERISTIC

Bullying and harassment may not be based on the fact that a colleague belongs to a particular group, but simply
because the individual has been singled out for such treatment or associates with someone with a protected
characteristic. For example, this would include claiming someone is gay when they are not or making fun of
someone who has a disabled relative. The bullying and harassment may take the following forms, though again this
is not intended as an exhaustive list:

limiting or withdrawing verbal communication

isolating a colleague by unfriendly behaviour

behaviour designed to belittle or produce anxiety in a colleague

unreasonable scrutiny of work

unreasonable criticism of work and adopting double standards in expectations of work performance
unreasonable denial of leave and/or special leave requests

unreasonable denial of requests for flexible working

work or staff social activities that deliberately exclude a colleague

jokes or inappropriate humour at the expense of a colleague.

STANDARDS OF WORK BEHAVIOUR

Courtesy towards colleagues.

Consideration and understanding of the work demands of colleagues.

Maintaining a temperate tone, and temperate language, in all verbal and written communication with
colleagues.

Avoidance of the use of foul language.

Awareness of language and conduct which have the potential to offend a colleague.

Obtaining the express or implied permission of a colleague before adopting familiarity in conduct or language.
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CIRCUMSTANCES WHICH ARE COVERED

This policy covers behaviour which occurs in the following situations:

® a work situation

a situation occurring outside of the normal workplace or normal working hours which is related to work, eg a
working lunch or social event with colleagues

outside of a work situation but against a colleague or other person connected to the Organisation, including on
social media

¢ ggainst anyone outside of a work situation where the incident is relevant to their suitability to carry out the role.

THIRD-PARTY HARASSMENT

Third-party harassment occurs when one of our workforce is subjected to harassment by someone who is not part of
our workforce but who is encountered in connection with work. This includes our customers, suppliers, members of
the public, etc. Third-party harassment of our workforce will not be tolerated.

In order to prevent third-party harassment from occurring, we have:

e attached signage to the walls of the areas within the workplace where customers are present to warn that
harassment of our staff is not acceptable.

Should you be subjected to third-party harassment, you are encouraged to report this as soon as possible to the
CSR Lead.

Should a customer harass a member of our workforce, they will be warned that continued provision of our service to
them will cease if they are to act in a similar way again.

Should their behaviour recur, they will be informed that our service to them will cease. Any criminal acts will be
reported to the police and we will share information relating to the incident with our other branches to ensure that we
maintain a consistent approach to the cessation of our services.

EXAMPLES OF VICTIMISATION

Victimisation takes place when an employee is treated unfavourably as a direct result of raising a genuine complaint
of discrimination or harassment. Furthermore, any employee who supports or assists another employee to raise a
complaint is also subjected to victimisation if they are treated unfavourably.

AARK DISPLAY LTD | COMPANY NO. 08169330 | VAT NO. 140 3574 39
REGISTERED ADDRESS: THIRD FLOOR | STAVELEY HALL DRIVE | STAVELEY | CHESTERFIELD | DERBYSHIRE | ENGLAND | S43 3TN

UNIT B & C | THE WHITTLE ESTATE | CAMBRIDGE ROAD | WHETSTONE | LEICESTER | LE8 6LH 'SP LA
WEB: WWW.AARKDISPLAY.CO.UK | EMAIL: SALES@AARKDISPLAY.CO.UK | TEL: 0116 2882342



COMPLAINING ABOUT HARASSMENT AND/OR BULLYING

The Organisation is committed to ensuring that there is no harassment or bullying in the workplace. Allegations of
harassment will be treated as a disciplinary matter, although every situation will be considered on an individual basis
and in accordance with the principles of the grievance and disciplinary procedures, a copy of which is available
from CSR Lead.

INFORMAL METHOD

We recognise that complaints of personal harassment can sometimes be of a sensitive or intimate nature and that it
may not be appropriate for you to raise the issue through our normal grievance procedure. In these circumstances
you are encouraged to raise such issues with a senior colleague of your choice (whether or not that person has a
direct supervisory responsibility for you) as a confidential helper.

If you are the victim of minor harassment, you should make it clear to the harasser on an informal basis that their
behaviour is unwelcome and ask the harasser to stop. If you feel unable to do this verbally then you should hand a
written request to the harasser and your confidential helper can assist you in this.

FORMAL METHOD

Where the informal approach fails or if the harassment is more serious, you should bring the matter to the attention
of CSR Lead as a formal written grievance and again, your confidential helper can assist you in this. If possible, you
should keep notes of the harassment so that the written complaint can include:

e the name of the alleged harasser

e the nature of the alleged harassment

¢ the dates and times when the alleged harassment occurred

e the names of any witnesses

e any action already taken by you to stop the alleged harassment.

Where it is not possible to make the formal complaint to the above-named person, eg where they are the alleged
harasser, we would encourage you to raise your complaint to the Managing Director or refer to our Whistleblowing

policy.

On receipt of a formal complaint, we will take action to separate you from the alleged harasser to enable an
uninterrupted investigation to take place. This may involve a temporary transfer of the alleged harasser to another
work area or suspension with contractual pay until the matter has been resolved.

On conclusion of the investigation, which will normally be within 10 working days of the meeting with you, a report of
the findings will be submitted to the manager who will hold the grievance meeting.

You will be invited to attend a meeting at a reasonable time and location to discuss the matter once the person
hearing the grievance has had opportunity to read the report. You have the right to be accompanied at such a
meeting by a colleague and or trade union representative you must take all reasonable steps to attend. Those
involved in the investigation will be expected to act in confidence and any breach of confidence will be a disciplinary
matter.

You will be able to put your case forward at the meeting and the manager will explain the outcome of the
investigation. You have a right to appeal the outcome, which is to be made to Managing Director within 5 working
days of receiving the outcome.

If the decision is that the allegation is well-founded, the harasser will be liable to disciplinary action in accordance
with our disciplinary procedure up to and including dismissal. When deciding on the level of disciplinary sanction to
be applied, we will take into consideration aggravating factors such as abuse of power over a more junior colleague.

The Organisation is committed to ensuring employees are not discouraged from using this procedure and no
employee will be victimised for having brought a complaint. However, if it is concluded that the complaint is both
untrue and has been brought with malicious intent, disciplinary action will be taken against you.
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TRAINING
We provide training to all our staff on sexual harassment to ensure there is a clear understanding of:

e what sexual harassment is, how it may occur and that it will not be tolerated
e expected levels of behaviour

e how they can report any incidents of having been sexually harassed or having witnessed it

e how acts of harassment will be dealt with under the disciplinary procedure, which can potentially result in
dismissal.

We ensure that all levels of management are trained on implementing this policy, including preventing and
managing sexual harassment in the workplace and the procedure to follow if an allegation is reported.

We will regularly review the effectiveness of our training.

We provide refresher training as appropriate.

Policy Reviewed April 2025
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