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Anti-harassment Policy
At Sapphire Education, we are committed to a workplace where everyone feels safe, respected, and valued. Harassment of any kind will not be tolerated. 
What is Harassment? 
Harassment is any unwanted behaviour that:
· Violates your dignity, or
· Creates an intimidating, hostile, degrading, humiliating, or offensive environment. 
It can be: 
· Related to protected characteristics (e.g. age, disability, race, religion, sex, sexual orientation, gender reassignment) 
· Sexual in nature 
· Retaliation for rejecting or submitting to such behaviour 
Examples of Harassment 
Harassment can take many forms, including: 
· Offensive jokes or comments 
· Mocking someone’s accent, disability, or beliefs 
· Sharing inappropriate images or memes 
· Unwanted touching, hugging, or staring 
· Spreading rumours about someone’s personal life 
· Sending explicit messages or emails 
· Making sexual advances or suggestive remarks 
· Excluding someone from work activities because of who they are 
· Posting offensive content about a colleague on social media 
Even if the behaviour wasn’t intended to offend, it can still count as harassment if it has that effect. 

Where It Can Happen 
Harassment can occur: 
· At work - At work related events (e.g. socials or training) 
· Online (e.g. emails, social media) 
· Outside work if it affects your role or colleagues 
Reporting Harassment 
You can report harassment by: 
· Speaking to your line manager or any manager 
· Using the online Safeguarding, Welfare and Incident Form 
· Emailing HR or the welfare team 
Reports can be anonymous, but giving your name helps us investigate more effectively. 
What Happens Next? 
Informal options: 
You can speak to the person directly or ask for support from Sapphire Education (e.g. mediation, advice, or help writing a message). 
Formal process: 
If needed, a formal complaint can be made and will follow our disciplinary procedure. 
Confidentiality 
All complaints are handled confidentially. Witnesses are also expected to maintain confidentiality. 
If You Don’t Want Action Taken 
If you report something but don’t want us to act, we’ll respect that where possible – but we may need to act if there’s a serious risk to you or others. 
Witnesses 
If you witness harassment, you’re encouraged to: 
· Support the person affected 
· Report the incident if safe to do so 
· Cooperate in any investigation 
Criminal Behaviour
Some harassment may be a criminal offence. We’ll support you if you choose to report it to the police.
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