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1. Statement of policy 
Sailship Training and Learning for Life (Sailship TLL) is committed to a working environment in which everyone is 
treated with consideration, fairness, dignity and respect. Bullying, harassment, sexual harassment and 
victimisation are not acceptable. All concerns will be taken seriously and handled fairly, promptly, sensitively 
and proportionately. 

Everyone working for or dealing with Sailship TLL has a responsibility to maintain appropriate working 
relationships and to avoid words, actions or conduct that may harm the wellbeing or dignity of others. Sailship 
TLL will take proactive steps to prevent harassment and sexual harassment, rather than relying only on 
individuals to complain after an incident has occurred. 

2. Scope 
This policy applies to employees and, so far as relevant to the relationship and circumstances, trustees, 
volunteers, agency and temporary workers, contractors, consultants, students/placements and others working 
for or on behalf of Sailship TLL. It also applies to work-related conduct away from Sailship premises, including 
travel, training, meetings, work social events, messaging platforms, email, social media and remote working. 

Sailship TLL also recognises risks to workers arising from third parties, including participants/beneficiaries, 
parents and carers, visitors, customers, suppliers, professionals and members of the public. Sailship will take 
appropriate preventative and responsive action where third-party behaviour creates a risk of harassment. 

3. Legal framework and preventative duty 
This policy reflects the Equality Act 2010 and the Worker Protection (Amendment of Equality Act 2010) Act 2023. 
At the date of this review, employers are required to take reasonable steps to prevent sexual harassment of 
employees in the course of employment. Sailship TLL will anticipate risks, assess where sexual harassment 
could occur and implement proportionate preventative measures. 

The Employment Rights Act 2025 strengthens these protections from 30 October 2026, including a requirement 
for employers to take all reasonable steps to prevent sexual harassment and an obligation concerning 
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harassment of employees by third parties. Sailship TLL has drafted this policy in preparation for those 
strengthened duties and will review its arrangements when final supporting regulations or statutory guidance 
are issued. 

4. Equality, dignity and protected characteristics 
Harassment related to a protected characteristic is unlawful under the Equality Act 2010. The protected 
characteristics are age, disability, gender reassignment, marriage and civil partnership, pregnancy and 
maternity, race, religion or belief, sex and sexual orientation. Bullying or other unacceptable conduct may 
breach this policy even where it is not related to a protected characteristic. 

5. What is harassment? 
Harassment includes unwanted conduct related to a relevant protected characteristic that has the purpose or 
effect of violating a person's dignity, or creating an intimidating, hostile, degrading, humiliating or offensive 
environment for them. 

In deciding whether conduct has that effect, relevant factors include the perception of the person affected, the 
other circumstances of the case and whether it is reasonable for the conduct to have that effect. Lack of intent 
does not automatically mean that conduct is acceptable. 

Harassment may be a single serious incident or a pattern of behaviour. Examples may include: 

• unwanted physical contact, gestures, intimidation or aggressive behaviour; 
• offensive remarks, jokes, banter, gossip, insults or stereotyping; 
• offensive images, messages, graffiti, emails or online content; 
• deliberate exclusion, isolation or humiliating treatment; 
• conduct relating to a person's disability, race, religion, sex, sexual orientation, gender reassignment, age or 

another protected characteristic. 

6. 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. 

It can happen to anyone and may be verbal, non-verbal, physical or online. Examples include: 

• unwanted touching, hugging, kissing or other physical contact; 
• sexual comments, jokes, innuendo or remarks about a person's body, clothing or sex life; 
• unwanted sexual propositions, invitations or pressure for dates or sexual contact; 
• displaying or sending sexual images, messages, videos or other material; 
• intrusive sexual questions or sexualised comments on social media or messaging platforms; 
• continued sexual attention after it has been made clear that it is unwelcome. 

Less favourable treatment because a person rejected or submitted to unwanted sexual conduct may also be 
unlawful and is prohibited by Sailship TLL. 
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7. Bullying 
Bullying is offensive, intimidating, malicious, insulting or abusive behaviour, or misuse of power, which 
undermines, humiliates, denigrates or injures another person. It is often repeated or persistent, but a single 
serious incident may also require action. 

• shouting at, threatening or humiliating someone; 
• consistently undermining a person or their ability to do their job; 
• picking on one person when there is a shared problem; 
• setting unreasonable or deliberately unachievable targets or workloads; 
• withholding information, support or instructions in order to cause failure; 
• cyberbullying through email, messaging, social media or other online means. 

Reasonable management action carried out appropriately - such as setting objectives, giving constructive 
feedback, addressing poor performance or taking disciplinary action - is not bullying merely because it is 
unwelcome. 

8. Victimisation and retaliation 
No person will be subjected to victimisation, retaliation or detriment because they raised a concern in good 
faith, supported another person, gave evidence, rejected harassment or participated in an investigation. 
Retaliation may itself result in disciplinary or other action. 

9. Preventing sexual harassment and harassment 
Sailship TLL will take proactive and proportionate steps to prevent sexual harassment and other harassment. 
These will include, where appropriate: 

• periodic risk assessment of situations in which harassment could occur, including lone working, work 
social events, travel, online communication and contact with third parties; 

• clear standards of conduct and accessible reporting routes; 
• induction and appropriate refresher training for staff and managers; 
• making volunteers, contractors and relevant third parties aware of expected standards; 
• reviewing concerns and incidents for patterns or emerging risks; 
• taking reasonable steps to reduce identified risks and reviewing whether those steps are effective. 

10. Raising a concern - informal resolution 
Where the person affected feels safe and comfortable doing so, an informal approach may sometimes resolve 
lower-level concerns. They may explain to the person that the behaviour is unwanted and should stop, either 
directly or with support from a manager, colleague or trade union representative. 

Informal resolution is optional. A person will never be required to confront an alleged harasser, and serious 
allegations should normally proceed directly to formal consideration. A brief confidential management record 
should be made of concerns raised and action taken so that Sailship can identify patterns and demonstrate 
appropriate action. 
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11. Raising a concern - formal resolution 
A formal complaint may be made where informal action is inappropriate, has not resolved the issue, or the 
person does not wish to use the informal route. Complaints should normally be made to the line manager. If the 
concern involves the line manager, or the person does not feel able to approach them, it may be raised with the 
CEO. 

If the concern involves the CEO, it may be raised with the Chair of Trustees or another appropriate trustee. If it 
involves the Chair, it may be raised with another trustee who is not implicated. Sailship will ensure that no 
person is required to report a concern to the individual complained about. 

A concern may be raised verbally initially if the person needs help to put it in writing. Sailship will make 
reasonable adjustments to the reporting process where required. 

12. Initial response and safeguarding 
The person receiving a complaint must take it seriously, record the essential information, consider immediate 
safety and welfare, and decide what interim measures may be needed. Interim measures are precautionary and 
do not imply guilt. 

Where an allegation may indicate that a child or adult at risk has been harmed, may be at risk of harm, or raises 
a concern about a person working with children or adults at risk, Sailship's safeguarding procedures take 
precedence. The appropriate Designated Safeguarding Lead/Lead for adult safeguarding must be informed 
immediately and external safeguarding referrals considered as required. Criminal conduct or immediate danger 
may also require police involvement. 

13. Investigation and formal procedure 
Formal complaints will be investigated promptly, thoroughly and objectively by a person who is appropriately 
impartial and, where possible, has not been involved in the events complained about. The investigation will 
normally: 

• obtain full details from the complainant and allow them to provide relevant evidence; 
• inform the person complained about of the substance of the allegations and give them a fair opportunity to 

respond; 
• obtain relevant witness accounts and documents; 
• keep appropriate written records; 
• keep the parties informed of expected timescales and significant delays; 
• reach findings on the available evidence and communicate the outcome appropriately in writing. 

Where there is a disciplinary case to answer, Sailship's Disciplinary Procedure will be followed. Where 
practicable, the disciplinary decision-maker will be different from the investigator. 

14. Interim measures and suspension 
Sailship may consider temporary changes to duties, working arrangements, contact or location while a matter is 
investigated. As a general principle, the complainant should not be disadvantaged merely because they raised a 
concern. Any change will reflect the particular circumstances and risks. 
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Suspension of the person complained about may be considered where necessary and proportionate, but it is a 
neutral precautionary measure and not a disciplinary sanction or finding of guilt. Alternatives to suspension 
should be considered where appropriate. 

15. Confidentiality and information sharing 
Concerns will be handled confidentially and information will be shared only where there is a legitimate need to 
know. Absolute confidentiality cannot be promised. Fair investigation normally requires the person complained 
about to understand the allegations, and information may need to be shared for safeguarding, legal, regulatory 
or police purposes. 

Participants in an investigation must respect confidentiality. This does not prevent a person from obtaining 
confidential advice or support, making a protected disclosure, reporting a crime, cooperating with a regulator or 
exercising another legal right. 

16. Support and reasonable adjustments 
Sailship will consider appropriate support for everyone involved. This may include a companion at relevant 
meetings where permitted, signposting to external support, adjustments for disability or communication needs, 
changes to working arrangements and measures to prevent further unwanted contact or retaliation. 

17. Outcomes 
Where a complaint is upheld, action will be proportionate to the findings and may include management action, 
training, mediation where freely agreed and appropriate, changes to working arrangements, formal warning or 
dismissal under the Disciplinary Procedure. Action involving volunteers, contractors or other non-employees 
may include restrictions on duties, removal from activities or termination of the relationship or contract. 

Where a complaint is not upheld, this does not mean that the complaint was malicious or made in bad faith. 
Sailship will consider whether any steps are nevertheless appropriate to restore working relationships, clarify 
expectations or reduce future risk. 

18. Knowingly false or malicious allegations 
A person will not be disciplined simply because a complaint is not substantiated. However, where there is clear 
evidence that an allegation was knowingly false and made maliciously or in bad faith, this may itself constitute 
misconduct and may be addressed under the appropriate procedure. 

19. Appeals 
Appeals against a disciplinary sanction will be dealt with under the Disciplinary Procedure. A complainant who 
wishes to challenge the handling or outcome of their complaint may use the appeal route in the Grievance 
Policy or other applicable procedure. Wherever practicable, an appeal will be considered by someone not 
previously involved. 
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20. Records and data protection 
Sailship will maintain an appropriate confidential record of concerns, investigations, evidence considered, 
decisions, reasons, outcomes and actions taken. Records will not automatically be destroyed merely because 
a complaint was not substantiated. The outcome must be clearly recorded so that the file does not imply 
wrongdoing where none was found. 

Records will be stored securely, access will be limited to those with a legitimate need, and information will be 
retained only for as long as there is a lawful and operational need in accordance with UK data-protection 
requirements and Sailship TLL's retention arrangements. Safeguarding records will be managed under the 
relevant safeguarding policy and retention requirements. 

21. Related Sailship policies 
• Grievance Policy and Procedure 
• Disciplinary Policy and Procedure 
• Whistleblowing Policy 
• Safeguarding Policy: Children and Young People 
• Safeguarding Adults Policy 
• Staff Code of Conduct / relevant conduct standards 
• Data Protection and record-retention arrangements 

22. Monitoring and review 
The CEO and Board of Trustees will monitor the operation of this policy and consider themes, risks and 
preventative action while preserving appropriate confidentiality. The policy will be reviewed at least annually 
and earlier where legislation, statutory guidance, safeguarding requirements or organisational risks change. 

23. Approval 
Approved by Board of Trustees  
Date approved 11/08/2026 
Signed - Chair 

 
Signed – CEO/Trustee 

 

 
 


