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Purpose
The purpose of this policy is to support the development of
a working environment in which harassment, discrimination
and bullying are known to be unacceptable and where
individuals have the confidence to complain, without fear of
reprisals, in the knowledge that their concerns will be dealt
with appropriately and fairly.
Respectful and professional conduct furthers our mission,
promotes productivity, minimises disputes, enhances our
reputation and supports our company values.
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Policy
Principles
Bullying and harrassment have no place in our work environment. These
behaviours do not align with our company values and will not be tolerated.
These principles intend to set the tone of behaviour that is expected in
all relationships with staff, relations between staff at all levels and staff
relations with other parties.
We will not tolerate actions, comments or conduct that creates, encourages
or permits an offensive, intimidating or inappropriate physical or emotional
work environment. This includes in the workplace and in any work-related
setting, including but not limited to; business trips, business events or
conferences and work-related social functions.
Our aims and objectives are to:
• create a supportive working environment free from all forms of bullying
and harassment;
• prevent the harassment and victimisation of staff in the workplace;
• ensure that everyone is aware of their responsibilities towards other staff
and understand what constitutes harassment and bullying;
• provide practical guidance to all staff on how to deal with harassment
and bullying;
• encourage all staff to behave in an appropriate manner at all times;
• communicate the procedures relating to harassment and ensure that
they are implemented;
• ensure our procedure is clear and straightforward.
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Forms of bullying and harassment
Bullying and harrassment are terms that can be used interchangeably
and in some countries have a separate definition in law. For the
purpose of this policy bullying and harrassment may be characterised
as offensive, intimidating, malicious or insulting behaviour or an
abuse or misuse of power; with the purpose or effect of violating an
individual’s dignity or creating an intimidating, hostile, degrading, or
offensive environment. It can include such tactics as verbal, nonverbal, psychological, physical abuse and humiliation.
Bullying or harrassment can be between two individuals or it may
involve groups of people. It might be obvious or it might be insidious
or implicit in its nature. It may be persistent or an isolated incident. It
can also occur in written communications, by phone, through email
or via social media, not just face-to-face. Whatever form it takes, it is
unwarranted and unwelcome to the individual.
Everyone has the right to decide what behaviour is acceptable to
them and to have their feelings respected by others. Behaviour
which any reasonable person would consider unacceptable will
be deemed harassment even if this effect was not intended by the
person responsible for the conduct. Conduct that continues after the
recipient has made it clear, by words or actions, that such behaviour is
unacceptable to them will always be deemed as bullying.
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Examples of bullying and harrassment include, but are not limited to:
• unwelcome sexual advances; for example touching, standing too close, the
display of offensive materials, propsitioning or asking for sexual favours,
making decisions on the basis of sexual advances being accepted or
rejected;
• use of abusive, insulting, or offensive language;
• aggressive yelling or shouting;
• unwarranted physical contact or threatening gestures;
• making repeated unwelcome comments about a person’s
appearance, lifestyle, family, or culture;
• regularly teasing or making someone the brunt of pranks or
practical jokes;
• spreading misinformation or malicious rumours, gossip, or innuendo;
• circulating inappropriate or embarrassing photos or videos via email
or social media;
• tampering with a person’s personal property or work equipment;
• repeatedly discounting a person’s statements in group meetings;
• unfavourably comparing one person to others;
• blaming a person for problems they did not cause or taking credit for
another’s contributions;
• purposefully inappropriately excluding, isolating, or marginalising a
person from normal work activities;
• intruding on a person’s privacy by pestering, spying or stalking.
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Bullying must be distinguished from the right of, and obligation placed on,
managers to exercise proper supervision and management of staff in the
course of their duties (which does not constitute bullying).
While recognising the individual personality traits and attributes of the
staff which they supervise, managers will exercise this supervision in a fair,
constructive, consistent and reasonable manner.
Examples of bullying by a line manger might include:
• inappropriately denying access to information, consultation, or resources;
• excessively monitoring an employee’s work (except as part of a
performance capability process);
• giving feedback in an insincere or disrespectful manner;
• repeatedly reminding someone of past errors or mistakes;
• inconsistently following or enforcing rules, to the detriment of an
employee;
• ignoring an employee, or isolating them from others;
• denying equal access to earned time off;
• preventing individuals progressing by intentionally blocking promotion
or training opportunities.
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Referral procedures
Staff are encouraged to express their concerns when they feel that another
staff member’s conduct could be causing offence or distress to another
member of staff. Staff should follow the local procedure for raising a
complaint.
In general, staff should in the first instance apply the informal process
(by raising any concerns with their line manger or local HR representative
as appropriate) but where this has not resolved the matter, or in severe
instances, the local grievance or disciplinary procedure should be followed.
We understand that reporting bullying or harassment can be intimidating.
We will respect confidentiality where possible and will investigate objectively
in line with the local procedure.
Individuals who have made complaints of bullying and harassment or
participate in good faith in any investigation will be protected and will not
suffer any form of reprisal or victimisation at work as a result.
If you are a victim of serious physical or sexual assault you should report this
to your local police authority immediately.
If you wish to raise a concern that you feel is in the public interest you should
do so via the AVEVA Speak Up policy.
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Your responsibilities
All staff are expected to take personal responsibility for managing their
own conduct, to commit to providing a positive work environment free from
bullying or harrassment and to support our company values.
If you feel that you have been offended or distressed due to the conduct
of another staff member, or you believe a staff member has breached this
policy you should report this to your Line Manager or local HR representative
in line with the local complaints process.
We therefore expect all staff to:
• be aware of how your own behaviour may affect others and change it if
necessary - offence can still be caused even if you are ‘only joking’;
• treat your colleagues with dignity and respect;
• make it clear to others when you find their behaviour unacceptable politely tell them if you think inappropriate jokes or comments are being
made;
• intervene where possible, to stop bullying or harassment, and give support
to colleagues in receipt of unacceptable behaviour;
• support the company in the investigation of complaints;
• not pre-judge or victimise a complainant or alleged harasser.
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Your responsibilities
Managers are expected to promote this policy, model the highest standard of
behaviour at all times and ensure its effective implementation. They should
be alert to the prospect of bullying or harrassment and potential evidence of
such within their team and deal with individual cases in accordance with this
policy.
We therefore expect managers to:
• set a good example by ensuring that their own conduct is consistent with
the aims and objectives of this Policy;
• ensure their staff adhere to the standards of behaviour expected of them;
• foster a supportive working environment;
• be sensitive and receptive to staff who may be subject to bullying or
harassment and intervene when they witness behaviour which may
constitute bullying or harassment;
• promptly seek guidance from their local HR representative regarding any
complaint or incident of bullying or harassment.
Our reputation for integrity should never be taken for granted. Everyone must
follow our policies and exercise good judgment in their behaviour, decisions
and actions and support the company values.
If it is found that an individual’s conduct at work or work-related events
adversely affects their performance, that of other staff, or our legitimate
business interests, they will be subject to disciplinary measures, which may
include dismissal.
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Monitoring
HR should regularly review this policy from a legal and operational
perspective.

Consequences
If a staff member is found to be in breach of this policy they will be subject to
disciplinary action, which may result in dismissal. The severity of the penalty
imposed will be consistent with those detailed in the local disciplinary
procedure or according to the relevant employment legislation.
False allegations, including those which have been found vexatious or raised
with the intent to cause trouble or disruption unnecessarily, will be dealt with
as a disciplinary matter under the local procedure.

Related documents
AVEVA Speak Up Policy – This policy provides guidance to Staff as to how to
“Speak Up” in raising concerns over any suspected wrongdoing by AVEVA.
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