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BC VIl SEXUAL HARRASSMENT POLICY

A. INTRODUCTION

Anpario believes that sexual harassment is unacceptable, undermines the dignity of an individual, is morally
wrong, unlawful, and has a detrimental impact on individuals, our workplace, and for the organisation as a
whole.

Anpario has a zero-tolerance approach to sexual harassment. Sexual harassment is immoral, and
unprofessional and undermines Anpario’s commitment to protecting and empowering employees.

Anpario is committed to promoting an environment free from all forms of sexual harassment and recognises
that it is responsible for taking reasonable steps to prevent all employees and workers from experiencing sexual
harassment.

Anpario believes that sexual harassment is not inevitable and can be prevented through practical and robust
action to protect staff against harassment and have an inclusive and dignified workplace culture. Therefore,
Anpario agrees that appropriate steps in dealing with sexual harassment allegations should be taken as set out
in this policy to achieve this aim.

Anpario recognises that sexual harassment is a manifestation of power relationships and often occurs within
unequal relationships in the workplace and power imbalances, for example between manager or supervisor
and employee. It is not always motivated by sexual interest but can be used to humiliate or belittle people or
create entertainment for others. This is unacceptable

Any instances of sexual harassment, including those carried out by clients, customers, casual workers,
contractors or visitors, as well as employees of Anpario will be dealt with in accordance with this policy, our
disciplinary and grievance policy and our Equal Opoortunities & Dignity at work policy.

This policy covers full-time and part-time employees, workers, night staff, temporary season workers, job
applicants, EU migrants, foreign nationals on working visas, those working atypical hours, consultants as well
as freelance, temporary, or agency contract workers.

This policy also applies to Anpario working with third parties.
Sexual harassment can occur in a work situation, during any situation related to work such as at social events,

conferences, or business trips, outside of the workplace such as site visits or client home visits, and on social
media or via online communication such as emails, video calls, or instant messaging platforms.
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B. PURPOSE

The Sexual Harassment Reporting Procedure sets out the framework for dealing with allegations of sexual
harassment.

Anpario is committed to the highest standards of transparency, probity, integrity and accountability.

This procedure is intended to provide a means of making allegations about sexual harassment in a way that
will ensure confidentiality and protect those making such allegations from being victimised, discriminated
against, or disadvantaged in the reasonable belief that the report was made with honesty and not made
maliciously.

This procedure does not necessarily replace other policies or procedures of Anpario. For example, if an
employee has a grievance about their working conditions they should use the Grievance Policy.

C. DEFINITIONS

What is sexual harassment?

Sexual harassment means any unwanted behaviour of a sexual nature which has the purpose or effect of
creating an intimidating, hostile, degrading, humiliating, or offensive environment.

Unwanted behaviour includes any unwanted verbal, non-verbal, or physical conduct of a sexual nature.

Unwanted behaviour does not mean that express objection is made to the behaviour before it is deemed to
be unwanted, unwelcome, or uninvited.

Examples of sexual harassment include, but are not limited to,

intrusive enquiries into an employee's private life or sex life;

reference to their sexuality or physical appearance;

spreading rumours about someone’s sex life;

sexual innuendos;

looking a person up and down (elevator eyes);

making sexual gestures with hand or body movements;

unwanted body touching or physically molesting a person;

unwanted brushing against another’s body;

indecent exposure;

obscene, suggestive, or offensive communications, including e-mails and text messages;
pornographic or offensive posters, handouts, or screensavers;

sexual jokes or anecdotes;

touching another person's clothing, hair, or body;

unwanted sexual compliments or excessive flirting;

sexual assault including unwelcome touching, hugging, massaging, or kissing;
suggestive looks, staring, or leering.

The conduct does not need to be sexually motivated, only sexual in nature.

LA LLLLL«L

The conduct does not need to be a ‘pattern of behaviour'. A series of incidents that taken separately may seem
trivial, can together constitute sexual harassment. Equally, one isolated incident can be sexual harassment.
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Anpario recognises that anyone can experience sexual harassment and an individual can experience sexual
harassment from someone of the same sex or a different sex.

Anpario also recognises behaviour that is based on mutual attraction, friendship, and respect is not sexual
harassment.

Sexual interaction that is invited, mutual, or consensual is not sexual harassment because it is not unwanted.
However, sexual conduct that has been welcomed in the past can become unwanted.

Sexism at work can often be experienced alongside sexual harassment. Where there has been harassment
related to sex, but the harassment is not sexual in nature, action should be taken under the Bullying and
Harassment policy and the relevant disciplinary/grievance procedures

D. ROLES AND RESPONSIBILITIES

Responsibility lies with every Manager, Supervisor, and employee/volunteer to ensure that sexual harassment
does not occur and that if reporting sexual harassment this is done honestly and investigations are conducted
fairly and reasonably.

Anpario strongly encourages any employee or worker who feels they have been sexually harassed to take
immediate action, preferably by making it clear that such behaviour is unwelcome and offensive.

Anpario understands in some circumstances this may not be appropriate and in the alternative, or in addition,
encourages any employee or worker to follow the procedures for reporting the behaviour.

All reports of sexual harassment will be treated seriously, promptly, with sensitivity, and completely confidential
up to the point where a formal or informal complaint is lodged against a particular person, at which point that
person must be notified under the rules of fairness and transparency.

All individuals who report sexual harassment have the right to determine how to have a complaint treated, to
have support or representation throughout the process, and the option to discontinue a complaint at any stage
of the process, subject to Anpario’s possible regulatory obligations.

The alleged harasser also has the right to have support or representation during any investigation, as well as
the right to respond fully to any formal allegations made. There will be no presumptions of guilt and no
determination made until a full investigation has been completed.

No employee or volunteer will be treated unfairly as a result of rejecting unwanted advances.

Disciplinary action may be taken against anyone who victimises or retaliates against a person who has
complained of sexual harassment, or against any employee or volunteer who has been alleged to be a harasser.
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E. DUTIES OF MANAGERS AND SUPERVISORS

All managers and supervisors have responsibility for:

v creating an inclusive culture and environment so that any incidences of sexual harassment and/or
victimisation are robustly challenged and tackled;

v treating informal and formal complaints seriously, with sensitivity to the feelings, perceptions, and need
for confidentiality of the individual raising the report;

v treating their workers fairly and taking prompt action where they are aware of unacceptable behaviour;

v ensuring that staff who report sexual harassment, or support others to do so, are not treated less
favourably than others because of this (victimisation);

v assessing and managing risk arising from disclosures, reports, and disciplinary processes;

v deal swiftly and explicitly with third-party perpetrators with the view to banning individuals from
premises, withdrawing membership, or ending contracts;

v ensuring this policy is followed through at all times;

v ensuring that they and their team participate in regular sexual harassment training;

v being an exemplar of acceptable behaviour and being aware that they are in positions of power as well
as leadership.

F. DUTIES OF INDIVIDUALS

All workers have a clear role to play in creating a work environment in which sexual harassment is not
acceptable. All workers should:

v ensure they understand this policy and act in accordance with it, particularly if they are an alleged
perpetrator of unacceptable behaviour;

v fully cooperate with any investigation and take seriously requests to cease or amend behaviour;

v not participate in, encourage, or condone sexual harassment or victimisation of others;

v promote an inclusive culture in which colleagues or peers are not subjected to sexual harassment or
victimisation by challenging and/or reporting these forms of behaviour to the appropriate staff member;

vV treat all workers and those they encounter through work with dignity and respect;

v think about their own behaviour and whether it might amount to sexual harassment and change their
behaviour.

G. PROCEDURES FOR RECEIVING AND RESPONDING TO COMPLAINTS OF SEXUAL HARASSMENT

Anpario commits to dealing with cases of sexual harassment promptly, efficiently, and sensitively when they
become aware of them. You do not have to be the recipient or target of sexual harassment to make a report
about it. If you see it happening or become aware of a problem, you have the right to challenge it and to make
a report to a line manager

Contact Details for Reporting: (in writing) are as follows

Group HR Manager Helena Stringfellow
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01909 537371 | ext. 1031

Helena.stringfellow@anpario.com

Anpario recognises that the decision to make an allegation can be a difficult one to make.

Anpario will take appropriate action to protect an individual reporting sexual harassment in good faith from
harassment or victimisation.

H. THIRD-PARTY SUPPORT

Anpario recognises that sexual harassment may occur in unequal relationships (i.e. between a line manager
and their employee) and that it may not be possible for the victim to inform the alleged harasser.

If the reporter feels unable to approach the harasser, they can ask a third party, either their trade union rep,
line manager, or the Group HR Manager to support them. This third party will be fully engaged in resolving
the issue and equipped to provide them with guidance on how to do so.

The third-party will take one or more of the following actions:

listen to reporter

provide the reporter with advice on how to approach the issue directly with the alleged harasser
accompany them when speaking to the alleged harasser

help the reporter set out their thoughts in writing

raise the matter informally with the alleged harasser on the reporter’s behalf

help to obtain advice on how best to resolve the issue and/or assistance in doing so from other internal
sources such as from human resources

help to obtain counselling or support for the reporter

assure the reporter that they do not have to raise a formal complaint unless they want to, and they will
be led by their choices.

In some, limited circumstances mediation could be considered. Both parties must enter into mediation
voluntarily.
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If the reporter feels able to, they can also approach the line manager of the alleged harasser. This is something
a third party can also support individuals with.

It is not the role of the third party to try to encourage, or discourage, a person from making an informal or
formal complaint. If found, such action could constitute a disciplinary offence.

I. INFORMAL PROCESS
If a reporter feels confident and able to do so, they can raise their experience directly with the harasser. The

reporter can explain directly to the harasser why their behaviour was unacceptable, how their behaviour made
them feel, and that they would like them to stop it. This can be done verbally or in writing.
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If a reporter decides to deal with their experience directly with the harasser, they should inform the Group HR
Manager before doing so in order to facilitate the discussion and report.

In some cases, Anpario may need to take action further to the reporter’s informal approach, of which the
employee will be consulted on the action needed, this may include but is not limited to reporting to a
regulatory body to adhere to Anpario’s legal obligations.

J. FORMAL PROCESS

If an individual wishes to make a report under the formal process and an informal route is not appropriate the
below process will apply. Anpario reserves the right to amend this process depending on the circumstances
and the reporter's own wishes will be considered.

This formal process will also be conducted in line with Anpario’s grievance or disciplinary policies.
A formal complaint can be made to the Group HR Manager, if this is not possible, to a Senior Manager.

The designated person who initially received the complaint will refer the matter to a senior manager to instigate
a formal investigation.

The Group HR manager or Senior Manager may deal with the matter themselves, refer the matter to an internal
or external investigator, or refer it to a committee in accordance with this policy.

In the first instance the Group HR Manager or Senior Manager will interview the reporter to explain the formal
process and obtain their views on how they wish for the matter to be handled.

In some cases, Anpario may need to take action further to the reporter’s approach to not approach the alleged
harasser, of which the employee will be consulted on the action needed, this may include but is not limited to
reporting to a regulatory body to adhere to Anpario’s legal obligations.

The person carrying out the investigation will:

interview the victim and the alleged harasser separately.

interview other relevant third parties separately.

decide whether or not the incident(s) of sexual harassment took place.

produce a report detailing the investigations, findings, and any recommendations.

if the harassment took place, decide what the appropriate remedy for the victim is, in consultation with
the victim.

Provide appropriate follow-up to ensure that the actions are implemented.

if it cannot be determined that the harassment took place, they may still make recommendations to
ensure the proper functioning of the workplace.

keep a record of all actions taken.

ensure that all records concerning the matter are kept confidential.

ensure that the process is done in a reasonable time frame.

L L L«
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v all complaints will be investigated in a confidential manner at all times.

The nature of the sanctions will depend on the gravity and extent of the harassment. Suitable deterrent
sanctions will be applied to ensure that incidents of sexual harassment are not treated as trivial. Certain serious
cases of sexual harassment may result in the immediate dismissal of the harasser.

Reporters are within their right to talk to a trusted colleague, trade union representative, friend, or family
member who will keep their matter confidential.

Both the reporter and the alleged harasser have a statutory right to be accompanied to a formal grievance
hearing by a work colleague or trade union representative.

They also have the right to be accompanied by a work colleague or trade union representative to any meeting
relating to the complaint.

Anpario plc recognises that it is the right of reporters to be informed of the outcomes and sanctions in
disciplinary cases where they were the victim.

Wherever possible, Anpario will try to ensure the reporter and the alleged harasser are not required to work
together while the report is under investigation. Any perception that a reporter is being punished, or victimised,
by being moved or otherwise inconvenienced during the investigation, should be guarded against. In a serious
case, the person against whom the report has been made may be suspended while investigation and any
subsequent disciplinary procedure are undertaken. Each situation will be carefully considered before deciding
whether to suspend someone. If suspension is appropriate, it will be for no longer than necessary and on full

pay.

If a harasser is going to continue or return to a working relationship with the reporter or victim, their line
managers or other managers as appropriate are responsible for taking steps to improve working relationships
and supporting their employees whatever the outcome.

There could, be circumstances where certain information may need to be shared with other people (such as
the police or regulatory body), because of a duty of care or safeguarding responsibilities, as a result of concerns
identified whether in an informal or formal process. In these cases, permission will be sought and, if not
granted, the risk of potential harm to the reporter and any others will be carefully considered. The wishes of
reporting parties are respected and prioritised as a key principle and only minimal information would be shared
if necessary, after careful discussion.

K. APPEALS

Both the reporter and the alleged harasser may appeal an outcome, on limited grounds:
v Whether the correct procedure was followed
v Whether there is substantial new evidence
v Whether the outcome was wrong or unfair.
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If an appeal is submitted and heard, the decision of the person hearing the appeal is final in line with Anpario’s
grievance procedure.

L. THIRD-PARTY HARASSMENT

A finding that an employee has been sexually harassed by a third party should lead Anpario to take action to
reduce or eliminate the harasser’'s opportunity to interact with the victim and or other employees or workers,
such as by banning them from activities or premises and enforcing the ban.

Anpario can take action it believes necessary and or proportionate to inform the harasser's own employer and
or Trade Union of the outcome of the investigation, to assist them with their own duty of care to others.

The employer reserves its right to review any contractual relationship with the harasser's employer, as it feels
necessary or proportionate to the business.

M. REPORTING TO EXTERNAL BODIES

If an act of sexual harassment may also amount to a criminal offence Anpario should consider raising the
possibility of reporting the matter to the police with the complainant and provide them with the support to do
so. Wherever possible, Anpario will follow the wishes of the reporter.

There could, be circumstances where certain information may need to be shared with other people (such as
the police) because of a duty of care or safeguarding responsibilities, as a result of concerns identified whether
in an informal or formal process. In these cases, permission will be sought and, if not granted, the risk of
potential harm to the reporter and any others will be carefully considered. The wishes of reporting parties are
respected and prioritised as a key principle and only minimal information would be shared if absolutely
necessary, after careful discussion.

N. SUPPORT FOR STAFF WHO HAVE EXPERIENCED SEXUAL HARASSMENT

Anpario commits to making sure that reasonable adjustments are made for the reporter, in terms of an
individual risk and needs assessment that might include time off work for counselling.

If you have experienced sexual harassment at work please contact the Group HR Manager if you require
support.

O. SHARING THIS POLICY

Anpario will ensure that this policy is effectively communicated this may include by not limited to the:

v Publishing this policy in an easily accessible location, that can be accessed by all staff without having to
ask another member of staff for the policy

v Making reference to the policy when an agency worker or self-employed contractor is engaged.

v Verbally communicating the policy during the worker induction process and where it can be found

v Sharing the policy with other organisations that supply workers and services to ensure they understand
the expectations of them
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Anpario commits to reviewing the policy on an annual basis to monitor its effectiveness.

P. RECORD KEEPING

Anpario recognises that the decision to make an allegation can be a difficult one to make. Anpario will take
appropriate action to protect an individual who makes a serious allegation in the reasonable belief from any
reprisals, harassment, or victimisation.

If reports are made under this policy, Anpario will keep a record for monitoring purposes.

A Record will record the following details:
v The name and status (e.g. employee) of the reporter and accused
v The date on which the allegation was received
v The nature of the allegation
v Details of the person who received the allegation
v Whether the allegation is to be investigated and, if yes, by whom
v The outcome of the investigation
v Any other relevant details
The Record will be confidential and only available for inspection by the Board and HR.

The Group HR Manager will report annually to the Board on the operation of the Procedure and on the
allegations made during the period covered by the report. The report will be in a form that does not identify
the reportee.

Q. CONFIDENTIALITY

All allegations will be treated in confidence. Confidentiality will be maintained as far as is practically possible.
It is best to raise a concern openly because that makes it easier for Anpario to follow it up.

Anpario will not, without the staff member’s consent, disclose their identity to anyone other than a person
involved in the investigation/allegation, without the staff member’'s consent subject to the employer’s legal
obligations if necessary.

Anpario will ensure workers have access to appropriate resources and a safe confidential space for discussions,
this should be both physical and digital, depending on whether workers are based on-site or work remotely.

Anpario will ensure workers have access to confidential support and advice services during work hours and
outside of them. This includes ensuring there are designated members of staff responsible for receiving reports
of sexual harassment. This person could be another supervisor, a member of the human resources department,
or a different line manager.

Anpario will keep a confidential record of all discussions in relation to the complaint.

Anpario will not disclose the staff members' identity without their consent unless there are legal reasons that
require them to do so. This might be, for example, where their information is about a child or vulnerable adult
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who is at risk, or where there is a possible criminal offence. If this is the case, Anpario may have to tell the
police or another official body, or if required to do so. Anpario will inform the individual if this is the case.

Similarly, if the allegation results in court proceedings then the staff member may have to give evidence in
open court.

If the matter is subsequently dealt with through other procedures such as the Disciplinary Procedure it may be
necessary for such disclosure.

All complaints will be investigated in a confidential manner at all times. Breaches of confidentiality by those
investigating a complaint could lead to disciplinary action being taken against those responsible. Reporters
are within their right to talk to a trusted colleague, rep, friend, or family member.

R. ANONYMOUS ALLEGATIONS

This procedure encourages staff to put their name to an allegation wherever possible as anonymous allegations
may often be difficult to substantiate/prove.

Allegations made anonymously are much less powerful but anonymous allegations will be considered at the
discretion of the Group HR Manager.

In exercising discretion to accept an anonymous allegation the factors to be taken into account:
v The seriousness of the issue raised
v The credibility of the allegation; and
v Whether the allegation can realistically be investigated from factors or sources other than the
complainant

S. UNTRUE ALLEGATIONS

Anpario takes any allegation of sexual harassment seriously and confidential. The consequences of allegations
can be serious not only for the alleged victim but also for the accused, as such if you make a complaint under
this policy in bad faith and without a reasonable belief (e.g. making an allegation frivolously, maliciously, or for
personal gain), we may regard that as a disciplinary issue. In serious situations, that could lead to dismissal
without notice or payment in lieu of notice.

If you are found to have breached this policy, we may consider that to be misconduct and be dealt with in line
with our disciplinary procedure.



