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Glossary 

Term Description 
Harassment Harassment is unwanted conduct that intentionally or unintentionally violates a person’s 

dignity, or creates an intimidating, hostile, degrading, humiliating, or offensive working 
environment. People can be subjected to harassment on a wide variety of grounds, but can 
include gender, sexual orientation, marital status, race, nationality, ethnic origin, disabilities, age 
and employment status (e.g. being part time, an agency worker or employed on a temporary 
basis). 

Bullying Bullying is offensive, intimidating, malicious or insulting behaviour, an abuse or misuse of power 
which undermines, humiliates or injures the person on the receiving end. 

Victimisation Treating someone badly because they have done a ‘protected act’ (or because you believe that a 
person has done or is going to do a protected act).  A ‘protected act’ is: 

• Making a claim or complaint of discrimination (under the Equality Act).

• Helping someone else to make a claim by giving evidence or information.

• Making an allegation that you or someone else has breached the Act.

• Doing anything else in connection with the Act.
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1. Introduction

1.1. East West Railway Company (EWR Co.) wants to develop a working environment free

from harassment, victimisation and bullying. EWR Co. want all of their people to feel

confident enough to bring forward any complaints without fear of ridicule or reprisal.

1.2. To achieve this vision, we are committed to:

• Review our procedures regularly to comply with any legal, regulatory and best

practice requirements;

• Brief all employees and interim workers, regardless of seniority or function, on this

document to ensure an understanding of the requirements placed upon individuals

and to ensure consistent application of the Bullying and Harassment Policy;

• The Bullying and Harassment Policy will be made available to all those in scope of its

use, through the accessible EWR Co. communication channels.

1.3. EWR Co., and their representatives, must comply with the spirit of all laws and 

regulations relating to their business conduct. This includes understanding the laws and 

regulations relevant to their work. The Protection from Harassment Act 1997 is the 

main legislation dealing with harassment and prohibits others from pursuing a course of 

conduct which amounts to harassment. The Equality Act 2010 offers protection against 

unwanted conduct relating to a relevant Protected Characteristic. 

2. Purpose

2.1. The purpose of this policy is to promote the development of a working environment in

which harassment and bullying are known to be unacceptable and where individuals

have the confidence to complain about harassment and bullying, should they arise, in

the knowledge that their concerns will be dealt with appropriately and fairly. The policy

outlines procedures to be followed if an employee feels they are being harassed or

bullied during their period of employment at EWR Co.

3. Scope and applicability

3.1. This policy applies to all EWR Co. employees –those working within a permanent, a

fixed-term contract of employment. This policy also applies to any interim workers

(either as consultants, contingent labour or secondees)

4. Responsibilities

4.1 Everyone in the scope of this policy has a responsibility not to behave in a way that
could be offensive to others or to allow others to do so and, has a responsibility to
ensure that:
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• their behaviour within the workplace or while undertaking business on behalf EWR
Co. conforms with the requirements of this policy;

• they treat all colleagues, stakeholders and customers equally and with dignity and
respect;

• they treat people fairly and without prejudice;

• they value and respect others;

• they promote a work environment where everyone feels confident to report
incidents that are unfair or personally offensive; and

• nobody is harassed, bullied or victimised either in the workplace or when socialising
with work colleagues outside of work.

5. Raising a complaint

Informal Action 

5.1. The aim of raising a complaint is to stop the undesirable behaviour(s) and to prevent 
reoccurrence. When appropriate, every effort will be made to resolve the situation 
informally. Complaints should be made as soon as possible after the incident(s) has 
occurred. 

5.2. If you feel that you or others have been harassed, victimised, bullied or treated in a way 
that breaches this Policy you should, if you feel able to do so, tell the person(s) doing it 
that the behaviour in question is offensive, unwanted, and ask them not to act in this 
way. 

5.3. Alternatively, you may prefer to put it in writing to the person(s) doing it, keeping a 
dated copy of the letter, or contact the HR department via the Speak Up mail inbox 
(speakup@eastwestrail.co.uk) or ask a work colleague to speak to the person(s) on your 
behalf. 

5.4. A note should be kept of the date(s) and what was said by all involved. This may be 
needed as evidence should the harassment, victimisation or bullying continue or 
subsequently recur. 

5.5. If you feel unable to do this or if you continue to be subjected to behaviour which is in 
breach of this policy you may choose to discuss the matter with either your line 
manager, a member of the Leadership Team or the Head of HR. 

Formal Action 

5.6.  If the behaviour continues or informal resolution is not appropriate, or informal 
attempts at resolution have been futile or where the outcome is unsatisfactory, then 
the formal procedure should be initiated and the following process followed: 

• At any time, whether or not informal steps have been taken, if you feel that you or
others have been harassed, victimised, bullied or treated in a way that breaches this
policy you can raise the matter directly with your line manager or the Head of HR,
either verbally or in writing.
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• You will be requested to submit a written complaint stating the name of the alleged
harasser, the type of harassment, when and where it occurred together with the
name of any witnesses and any actions you have taken to stop the harassment.

• Your line manager (or another appropriate manager) will then arrange a meeting
with you to clarify and formally record the nature of the complaint and that it is
being handled under the formal procedure. You will have the right to be
accompanied if you so wish by a fellow work colleague.

• Your line manager (or another appropriate manager) will then arrange a meeting
with the alleged harasser to outline the nature of the formal complaint that has
been received and to advise them of the next steps under this policy.

• An investigation will then be set up and interviews will take place with co-worker
witnesses as necessary, in order to establish the facts.

• As soon as possible after an investigation, both you and the alleged harasser will be
notified of the outcome.

• If, following the investigation, the manager decides that there is a case to answer;
they will immediately start the appropriate disciplinary procedure.

• In the event that following the investigation it is decided to take no further action or
to take any appropriate management action e.g. the provisions of training or
mediation then both you and alleged harasser must be notified as soon as possible.

5.7. All complaints will be taken seriously and dealt with confidentially and promptly. 
Normally, cases should be concluded within two to four weeks. 

5.8. If a complaint is upheld, EWR Co. aim to resolve the situation swiftly and in a way to 
prevent any repetition of the behaviour or any associated behaviour. 

5.9. Allegations which are proven to be malicious will be regarded as disciplinary offences. 

Complaints procedure for harassment by a third party 

5.10.  If you believe that you have been subjected to harassment or bullying by a third party 
you should seek to raise the matter as outlined below. 

• The aim is to stop the undesirable behaviour(s) and to prevent reoccurrence. When
appropriate, every effort will be made to resolve the situation informally. Complaints
should be made as soon as possible after the incident(s) has occurred.

• If you feel that you have been harassed, victimised, bullied or treated in a way that
breaches this policy, you should, if you feel able to do so, politely ask the third party
to stop the behaviour and inform him or her that the conduct will not be tolerated.

• If the third party does not stop the behaviour, repeat the first step and warn them
that action may be taken against them if the conduct continues.

• If the third party does not stop the behaviour, you must immediately report the
incident to your line manager, who will investigate your complaint.

• Where you do not feel able to approach the third party informally, you should advise
your line manager immediately who will investigate your complaint.
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6. Right of appeal

6.1. If you feel that the handling of the matter has been inappropriate, you may appeal, in
writing, to the Head of HR within 7 days of being informed by the investigating manager
of the outcome of their investigation.

6.2. This appeal will be heard as soon as practicable by an independent senior manager. You 
will be entitled to be accompanied to such an appeal by a work colleague. 

7. References

7.1. Applicable and relevant documents 
ID Document number Document title Revision 

1 E100-HR-PP-PCY-EWR-
000005 

Disciplinary Policy 

2 E100-HR-PP-PCY-EWR-
000011 

Grievance Policy 

7.2. Laws and Directives 
ID Legislation/Directive title Issuing body Date 

1 Equality Act Government 2010 

2 The Protection from 
Harassment Act 

1997 

8. Policy evaluation

8.1. This Bullying and Harassment Policy should be reviewed every 12 months. 

V01

V01
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