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Purpose  

Montel Civil Engineering Ltd is committed to creating a work environment free of harassment and bullying, 
where everyone is treated with dignity and respect. 

Harassment, intimidation, victimisation and bullying can have very serious consequences for individuals as well 
as the Company. Employees found guilty of harassment, intimidation, victimisation or bullying may face 
disciplinary penalties, up to and including dismissal and could be personally liable to pay compensation in legal 
claims. Montel Civil Engineering Ltd will not tolerate bullying and harassment, intimidation, victimisation of any 
kind, and all allegations of bullying and harassment will be investigated, and any necessary action will be taken. 
The Company will also not tolerate victimisation of a person for making allegations of bullying or harassment in 
good faith or supporting someone to make such a complaint. 

This policy covers bullying and harassment, sexual harassment, intimidation, victimisation of and by managers, 
employees, contractors, agency staff and anyone else engaged to work at the Company, whether by direct 
contract with the Company or otherwise. 

Policy and Responsibilities 

Montel Civil Engineering Ltd maintains an Anti-Bullying and Harassment Policy, supported by its grievance, 
disciplinary, equality, health and safety, and whistleblowing arrangements. Senior management are responsible 
for setting expectations, providing resources and ensuring the process is implemented. Line managers are 
responsible for promoting respectful behaviour, addressing concerns promptly and escalating matters where 
required. Employees are responsible for behaving appropriately, challenging unacceptable conduct where safe 
to do so, and reporting concerns. 

 

Prevention Measures 

• All employees shall be made aware of the expected standards of behaviour during induction 

and through access to company policies. 

• Managers receive guidance on respectful leadership, fair communication, workload 

management, constructive feedback and early intervention. 

• Montel promotes open communication and encourages employees to raise concerns early, 

before issues escalate. 

• Workplace risks that may contribute to bullying, such as poor supervision, excessive workload, 

organisational change, unclear roles or inappropriate management style, are considered 

through normal management reviews, health and safety processes and employee feedback. 

• Employees are reminded that retaliation or victimisation against anyone who raises a concern 

or supports an investigation will be treated as misconduct. 

 

What is Bullying and Harassment? 

These terms are used interchangeably by most people, and many definitions include bullying as a form of 
harassment. Harassment, in general terms, is unwanted conduct which has the purpose of violating the dignity 
of men or women in the workplace, or creating an intimidating, hostile, degrading, humiliating, or offensive 
environment for them. It may be related to age, sex, race, disability, religion, sexual orientation, nationality or 
any personal characteristic of the individual, and may be persistent or an isolated incident. The key is that the 
actions or comments are viewed as demeaning and unacceptable to the recipient. This can occur face to face, by 
phone, by email, through messaging platforms, on social media or in any work-related setting. 

Harassment can not only be carried out by one employee against another, but also by third parties such as 
clients or subcontractors. 
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Bullying may be characterised as offensive, intimidating, malicious or insulting behaviour, or an abuse or misuse 
of power through means intended to undermine, humiliate, denigrate or injure the recipient. Bullying or 
harassment may be by an individual against an individual (perhaps, but not necessarily, by someone in a 
position of authority such as a manager or supervisor) or involve groups of people. It may be obvious, or it may 
be insidious. Whatever form it takes, it is unwarranted and unwelcome to the individual. 

Victimisation of any employee who has complained of harassment (whether successfully proven or not) shall be 
treated as a serious disciplinary offence. 

Where harassment or bullying is proven following thorough investigation, it may be necessary to take 
disciplinary action, which may result in dismissal. 

 

Examples of bullying/harassing behaviour include: 

• Spreading malicious rumours, or insulting someone by word or behaviour (particularly on the grounds of 
age, race, sex, disability, sexual orientation and religion or belief); 

• Copying memos that are derogatory about someone to others who do not need to know; 

• Ridiculing or demeaning someone – picking on them or setting them up to fail; 

• Jokes, banter, and offensive language; 

• Exclusion or victimisation; 

• Unfair treatment; 

• Overbearing supervision or other misuse of power or position; 

• Making threats or comments about job security without foundation. 

• Deliberately undermining a competent worker by overloading and constant criticism; 

• Preventing individuals from progressing by intentionally blocking promotion or training opportunities. 

 

Bullying and harassment are not necessarily face-to-face. They may also occur in written communications, 
email, phone, or social media, and automatic supervision methods such as computer recording of downtime 
from work or the number of calls handled if these are not applied to all workers. 

Bullying and harassment make someone feel anxious and humiliated. Feelings of anger and frustration at being 
unable to cope may be triggered. Some people may try to retaliate in some way. Others may become frightened 
and de-motivated. Stress, loss of self-confidence and self-esteem caused by harassment or bullying can lead to 
job insecurity, illness, absence from work, and even resignation. Almost always, job performance is affected, 
and relations in the workplace suffer. 

 
Managers’ responsibilities 

Managers have a responsibility to prevent harassment and bullying from taking place. 

In particular, they are responsible for: 

• Ensuring that their own behaviour does not constitute harassment or bullying; 

• Creating and maintaining a working environment free from harassment and bullying; 

• Informing staff clearly of what is and is not acceptable workplace behaviour; 

• Informing staff of the actions they can take if they feel they are being bullied or harassed and of the 
support available to them; 
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• Informing staff that harassment and bullying or victimisation of an individual complaining of harassment 
are disciplinary offences; 

• Treating any complaint seriously and take prompt action to stop harassment and bullying as soon as it is 
identified; 

• Implementing this Policy & Procedure and ensure staff are aware of it and understand it; 

• Reporting any such case or suspicion to the Head of HR. 

 
Employees’ responsibilities 

All employees have a duty of care for themselves and others in the workplace. Each person is responsible for 
their own behaviour and its impact on others. Employees should: 

• Not participate in any form of harassment or bullying; 

• Make colleagues aware that they do not support this kind of behaviour; 

• Encourage colleagues to respect each other; 

• Provide support to anyone being harassed or bullied; 

• Report any incidents of harassment or bullying in the workplace they are aware of. 

 
Employees’ rights 

Employees have the right to expect: 

• To be treated with dignity and respect and to work in an environment free from harassment, bullying or 
victimisation; 

• To make a complaint of harassment and bullying and receive appropriate support in doing so without fear 
of victimisation 

• To have any complaint treated seriously and appropriate action taken by management to resolve the 
problem; 

• To be made aware of any harassment or bullying claim made against them; 

• To have any complaint of harassment or bullying treated as confidentially as possible. 

 
Informal Approach 

Alternatively, an initial approach could be made on your behalf by one of these people. You should tell the 
person what behaviour of theirs you find offensive and unwelcome and say that you would like it to stop 
immediately. You should keep a note of the date and what was said and done. This will be useful evidence if the 
unacceptable behaviour continues and you wish to make a formal complaint. 

 

Employees may raise bullying concerns informally with their line manager, another manager, HR or a senior 
member of management. Where informal resolution is not appropriate, or where the issue is serious or 
repeated, employees may submit a formal grievance in line with the company grievance procedure. Concerns 
may also be raised by witnesses or employee representatives. All concerns are handled sensitively, 
confidentially where possible, and without unreasonable delay. 
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Formal Approach 

If an informal approach does not resolve matters, or you think the situation is too serious to be dealt with 
informally, you can make a formal complaint. In the case of grievances about bullying or harassment, you can 
choose whether to raise your grievance with your manager or directly with the HR department. 

Employees may raise bullying concerns informally with their line manager, another manager, HR or a senior 
member of management. Where informal resolution is not appropriate, or where the issue is serious or 
repeated, employees may submit a formal grievance in line with the company grievance procedure. Concerns 
may also be raised by witnesses or employee representatives. All concerns are handled sensitively, 
confidentially where possible, and without unreasonable delay. 

All complaints will be investigated promptly and, if appropriate, disciplinary proceedings will be brought against 
the alleged harasser. You will have the right to be accompanied by a work colleague of your choice at any 
meeting dealing with your grievance and you will be kept informed of the general progress of the process of 
investigation and the outcome of any disciplinary proceedings. 

The Company will treat complaints of bullying and harassment sensitively and maintain confidentiality wherever 
possible and will: 

• Check whether the employee suspected of bullying or harassment has received previous warnings for 
similar misconduct (or other types of misconduct) and, if so, whether any earlier warnings are active;  

• Talk in confidence to any employees who may have evidence relating to the employee's alleged 
behaviour;  

• Endeavour to persuade any employees who may have been witnesses to the employee's alleged bullying 
or harassment, or who may have knowledge of it, to give a written statement to that effect;  

• Set up an interview with the employee believed to have bullied or harassed a colleague, allowing them 
the right to be accompanied at the interview; 

• Allow the employee a full and fair opportunity to answer any allegations against them and/or explain 
their conduct;  

• Assess objectively whether the employee's conduct appears to have amounted to bullying or harassment;  

• Adopt an objective and balanced approach to the information gained as a result of the investigation;  

• Avoid allowing personal views about the employee to influence the overall assessment of the conduct 
under review; and  

• Keep confidential records of the investigation and ensure that these are handled in accordance with the 
General Data Protection Regulation 2018.  

The Company reserves the right to suspend or temporarily transfer either the employee suspected of bullying or 
harassment or the employee raising the complaint of bullying or harassment during the investigations if Montel 
Civil Engineering Ltd consider it appropriate to do so. Suspension in these circumstances does not constitute 
disciplinary action and will be on full pay. 

As soon as possible following the conclusion of the investigation, the Company will inform the employee 
suspected of bullying or harassment as to the outcome. The Company will decide at that point whether or not it 
is appropriate to instigate disciplinary action against the employee. A different manager from the person who 
conducted the investigation will, where possible, conduct any disciplinary proceedings. 

Response and Investigation 

 

1. The concern is acknowledged, and the nature of the allegation is clarified, including the people involved, 
dates, locations, witnesses and any supporting evidence. 
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2. The company considers whether immediate protective measures are required, such as temporary 
changes to reporting lines, work location, duties or contact arrangements. 

3. An appropriate manager or investigator is appointed who is impartial and has not been directly involved 
in the matter. 

4. The investigator gathers relevant information from the complainant, the person complained about and 
any witnesses, ensuring all parties have a fair opportunity to provide their account. 

5. Findings are reviewed and appropriate action is decided in line with company procedures, employment 
contracts and relevant legislation. 

 

Outcomes 

If your complaint is upheld, and the person found to have bullied or harassed you remains with Montel Civil 
Engineering Ltd, every effort will be made to ensure, if you so wish, that you do not have to continue to work 
alongside the harasser. Montel Civil Engineering Ltd will discuss the options with you. 

Where bullying or related misconduct is found, the company will take proportionate corrective action. This may 
include mediation, management guidance, training, monitoring, changes to working arrangements or action 
under the disciplinary procedure. Serious bullying, harassment, victimisation or retaliation may be treated as 
gross misconduct. Where a concern is not upheld, the company will still consider whether any steps are needed 
to restore working relationships and prevent further issues. 

If your complaint is not upheld, the HR department will support you, the alleged harasser and your manager in 
making arrangements for you both to resume working effectively together. The Company will consider making 
alternative arrangements if either of you so wish. 

If you have made the complaint in good faith, you have a right not to be victimised regardless of the outcome. 
However, making a complaint, which you know to be untrue, may result in disciplinary action against you. 

Disciplinary actions being taken may range from a written apology, referral or counselling, a reprimand, and 
written report to that person’s file, reassignment, suspension, dismissal.  
 

Support for Employees 

The company supports employees who raise or are involved in bullying concerns by treating them with respect, 
keeping them informed where appropriate, protecting confidentiality as far as reasonably possible and 
signposting them to available support. Managers will monitor the situation after a concern has been addressed 
to ensure there is no recurrence or victimisation. 

 

Sexual Harassment  

The law prohibits discrimination based on the ground of gender.  Protection from sexual harassment is included 
under the ground of gender. 
 
Unwanted sexual advances, unwanted requests for sexual favours, and other unwanted verbal or physical 
conduct of a sexual nature constitute sexual harassment when: 
 
 

a) Submission to such conduct is made either explicitly or implicitly a term or condition of an individual’s 
employment, or  

 
b) Submission to, or rejection of, such conduct by an individual affects that individual’s employment.  
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Sexual harassment can include such things as pinching, patting, rubbing, or leering, “dirty jokes”, pictures or 
pornographic materials, comments, suggestions, innuendoes, requests or demands of a sexual nature. 
 
All harassment is offensive, and in many cases, it intimidates others.  It will not be tolerated within our 
company. 
 
 Policy Statement 
 
Anybody can be a victim of sexual harassment, regardless of their sex or gender identity and that of the 
offending party. 
 
Sexual harassment can involve one or more incidents that may be physical, verbal, or non-verbal, and includes: 
 

• Commenting on somebody’s appearance, sexual orientation, or gender in a derogatory or objectifying 
way, or in a way that makes them uncomfortable. 

• Creating or posting sexually offensive materials in the workplace. 

• Flirting with somebody or pursuing them persistently against their will. 

• Using obscene comments, gestures, pranks, and jokes that degrade or offend somebody. 

• Sending or displaying sexually explicit objects or messages. 

• Invading somebody’s personal space, for example by touching them inappropriately. 

• Threatening, coercing, stalking, or intimidating somebody to pressure them to engage in sexual acts. 

• Proposing, demanding, or insinuating sexual favours. 

• Sexual assault. 
 
Reporting Process 
 
If you believe that you are the target of sexual harassment, inform the offending party (except in cases of sexual 
assault) verbally or in writing that their conduct is offensive and needs to stop. 
 
If you don’t want to communicate with the offending party, or if your communication is ineffective, you need to 
report them. 
 
Complaints can be lodged in writing with via email to the HR department.  Complaints will be treated as 
confidential. Should you wish to report an incident and keep your identity strictly confidential, employees can 
submit a report anonymously and securely eg. via our Company intranet under the heading below.  This is sent 
directly to HR’s email address. 
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Montel Civil Engineering prohibit any form of retaliation, harassment, victimisation, sexual harassment, and 
those who retaliate against whistleblowers. 
 
Monitoring and Review 
 
Montel Civil Engineering Ltd shall review the Anti- bullying & Harassment Policy periodically (12 months) and 

after any significant incident or organisational change. Reviews may consider grievance records, absence trends, 

employee feedback, exit interview themes, health and safety concerns and training needs. Lessons learned are 

used to update policies, management guidance and communication so that the prevention process remains 

effective. 
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