J
Training D “ument: Anti-Harassment

Awareness i1d Prevention

Training Objec | ‘e:

To educate all staff at Vi ed Ltd, Vandagraph Ltd, and Vandagraph Sensor Technologies Ltd about

what consiiwtes harass: -1, how to prevent it, and how to respord if it occurs in the workplace.
Introduction

This raining provid:s = crview of our Anti-Harassment Policy and equips employees with the
knowledge to create a 1d respeci ful workplace.

New Legal Duty:

As of 26 October 2024, 11 UK employers have a legal obligation under the Worker Protection
(Amendmient of Equalite .ot 2010) Act to take reasonable steps (o prevent sexual harassment at
work. This includes pro. i ve actions such as risk assessments, cultural monitoring, and employee
training.

1. Understandi ° Harassmeiit

Harassment is unwait e wduct related to a protected characteristic (such as age, disability, race,
religion, sex or gender) +  creates an intimidating, hostile, or oftensive environment for the victim.
Forms oi llarassment . ude:

« Yerbal: Offensiv + Hkes, slurs, or comments.

« Physical: Unwa « | touching, invasion of personal space.

e Visual: sharinc  [' nsive images or materials.

e Sexual Harasso 1 : Unwanted sexual advances or inappropriate gestures.

Examples:

« Repeated inapprTate comments about someone’s appearance.

* Sending sexuall: licit emails or messages.

« Spreading rumor < making derogatory remarks about a colleague’s personal life.
2. Identifying =~ < Factors for Harassment

« lsolated work ¢ o nments or lone working situations

o Power imbalanc: s, ich as supervisor-employee relationships



+ FEvents outsicle !+ [fice (e.g., business trips, social gatherings)

e A lack of diversi 1 teams, which can lead to exclusionary behaviour

3. Preventing I 2 -assment in the Workplace
Employees are expect

* ‘[reat everyone . ' dignity.

* Listen to conceri s rom colleagues.

« Avoid behaviour  that could be offensive or inappropriate.

Managers must lead b ¢ .mple, proactively address issues, and ensure the workplace is
harassment-free.

Legal Emphasis:
The Company’s duty i - 50 “ust to respond to harassment, but to actively prevent it by conducting
regular risk assessments ar I monitoring workplace culture.

4. Reporting I’ cdures
If you experience or wi! harassment:
1. Speak up if con ‘o able.
2. Reportto your i ger or HR.
3. Document the 77 ont (date, time, people involved).

Third-Party Harassm:

Harassment from clicnt: voitors, or suppliers is taken just as seriously and must be reported.

5. What Happ:  After You Report

The HR department (or signated team) will conduct a prompt, impartial investigation.
Both parties will be he

Appropriate action will ' o ‘7ken — this may include mediation, retraining, or disciplinary steps, up
to and including termina ic

6. Avoiding ¢ ation

Retaliation is strict!, ;> o Dited.

If anyone attempts to in' 1 late, isolate, or punish someone for reporting harassment, that
behaviour must also be © ¢ ited and will result in disciplinary action.



7. Confidentia
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Information will only |

8. Additional N
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improve prevention effi

9. Case Studie:
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Case Study 2: Soc.
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nriate Comments

| okes about a colleague’s appearance.

nloyee respond?
cment do?

ince:

| be encouraged to raise the issue directly with the manager if they feel
rt it to HR or another trusted person.

“1le any such complaint seriously, even if presented as “banter.” It is
‘nake repeated personal comments that cause discomfort.

be addressed through a formal conversation, with documentation and
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legal duty to prevent harassment, including from managers or senior

.edia Misuse

in a team group chat.

"o uncomfortable colleague have?



« How should the 'pany respond?
Company Response G «ance:

« The colleague c. ' 1-port this informally or formally to HR or a line manager. The platform
or time of day i . rclevant — if the communication affects the workplace, it is covered
under the polic

« ‘The Company u Ssess the nature of the messages, speak to those involved, and take
appropriate actic: *his may include a warning, removal from the group chat, or further
training).

« Employees mus “»minded that conduct outside work can still contribute to a hostile
environment an ' be addressed if it impacts staff wellbeing.

Case Study 3: Unw. . d Physical Contact
A supervisor touches ar+ +loyee on the shoulder repeatedly, even after being asked to stop.
Question:

«  What is the cori» response?

Company Response G* ' nce:

« The employee sl | report this behaviour to HR or another manager as soon as possible.
The request to st 15 been ignored, so it now escalates beyond inappropriate behaviour
into a possible ¢ 'Inary matter.

« The Company i« act swiftly to investigate, ensure the touching stops, and take action if
misconduct is ¢ med.

« Repeated unwan hysical contact is a serious breach of the harassment policy, regardless

of intent.

Case Study 4: Age: »d Humour
A colleague jokes abou! ther employee’s age reqularly.
Questions:

* Is this appropric

« How should thi addressed respectfully?
Company Response G nee:
* This is not appr« . Age is a protected characteristic under the Equality Act 2010.
Repeated age-bo kes can be classified as harassment.
* ‘The employce s | feel safe to express discomfort or report the issue.
¢ Managers shour o rvene, even without a formal complaint, and remind the team that

humour targetin ynal traits can be harmtul.



« Informal correct - may be appropriate initially, but if behaviour continues, it must be
formally addre:

10. Key Takeav ' s

¢ Harassment of ¢ <ind will not be tolerated.

* Lvervoneisresp  hle for maintaining a respectful workplace.

* The Company h gal duty to take preventative steps.

« Reporting is enc: 1oed and protected —- retaliation will not be tolerated.

« [Failure to meet duties can result in increased compensation (up to 25%) at tribunal.

Acknowledgm¢ = Form

By signing below, 1 cor ‘hat I have received, read, and understood the Anti-Harassment
Training Document.

I agree to comply with ompany’s policies on preventing and addressing harassment.
Name : -L R Sﬂ‘e_ﬂ—ﬁ(& N G

Position: (\ja:[: =

Date: 24-(0-28

signature: _Zada M &L&Y



