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Toolbox Talk Template: Bullying and Harassment – Promoting a Safe and Respectful Workplace

Title: Bullying and Harassment: Understanding, Preventing, and Addressing Unacceptable Behaviour

Introduction:
Presenter Name and Role:

Purpose of Today’s Toolbox Talk:
In today’s 10 minute session, we’ll cover:
1. What bullying and harassment are and how they affect people.
2. The legal and company stance on bullying and harassment.
3. Different forms of bullying and harassment and how they happen.
4. How to report bullying or harassment and what happens next.
5. The serious consequences of bullying and harassment.

Key Content:
1. What Bullying and Harassment Are and How They Affect People:
· Definition:
· Bullying and harassment involve unwanted behaviour that violates a person’s dignity or creates an intimidating, hostile, degrading, humiliating, or offensive environment.
· It’s about the impact of the behaviour, not the intent behind it.
· A single incident can amount to harassment.
· Who Can Be Affected:
· Anyone can be affected, including those directly targeted, those who witness the behaviour, and those aware of it.
· Behaviour doesn’t need to be directed at someone for them to feel its impact.
· Impact on Individuals and Teams:
· Damages confidence, morale, and performance.
· Affects mental health, leading to stress, anxiety, and absenteeism.
· Creates a toxic and unsafe working environment.

2. The Legal and Company Stance on Bullying and Harassment:
· Protected Characteristics:
· Under the Equality Act 2010, harassment based on protected characteristics is unlawful. These include:
· Age
· Disability
· Sex and gender reassignment
· Race (including colour, nationality, and ethnicity)
· Sexual orientation
· Religion or belief
· Sexual Harassment:
· Defined as unwanted conduct of a sexual nature that violates someone’s dignity or creates an intimidating, hostile, or offensive environment.
· Can happen to anyone and occur between the same genders.
· Company’s Zero-Tolerance Approach:
· The company is committed to providing a safe, respectful workplace.
· Every case of bullying or harassment will be treated very seriously.

3. Different Forms of Bullying and Harassment and How They Happen:
· Face-to-Face:
· Verbal abuse, threats, and inappropriate ‘banter’.
· Inappropriate physical contact, such as unwanted hugging.
· Online and Digital:
· Harassment through social media, texts, and phone calls.
· Sharing, liking, or displaying offensive or discriminatory content.
· Sexual Harassment Examples:
· Making sexual comments or jokes.
· Asking inappropriate questions about someone’s personal life.
· Sharing or displaying sexually explicit images or content.
· Sexual assault or rape.

4. How to Report Bullying or Harassment and What Happens Next:
· Reporting Procedures:
· If you experience or witness bullying or harassment, report it as soon as possible.
· Follow the Company’s Grievance Procedure.
· Speak to your line manager or HR if you’re unsure how to proceed.
· Why Reporting Matters:
· Reporting helps prevent further harm and ensures a respectful workplace.
· The company can only address issues it knows about.

5. The Serious Consequences of Bullying and Harassment:
· Disciplinary Action:
· Proven cases of bullying or harassment will be treated as a disciplinary offence.
· Could lead to immediate dismissal.
· Potential Criminal Offences:
· Assault and other forms of physical harassment may be treated as criminal offences.
· Damage to Reputation:
· Harassment can damage team morale and the company’s reputation.

3 Key Takeaways
1. Bullying and Harassment Affect Everyone: Even witnesses can suffer from a hostile environment.
2. It’s the Impact, Not the Intent: What’s acceptable to one person may not be to another.
3. Take Action: Report any bullying or harassment to your line manager or HR.

Knowledge Check:
1. Who can be affected by bullying or harassment? – Anyone, even witnesses.
2. What is sexual harassment? – Unwanted behaviour of a sexual nature.
3. What should you do if you experience or witness bullying or harassment? – Report it to your line manager or HR.
4. What could happen if bullying or harassment is proven? – Serious investigation and potential disciplinary action, including dismissal.

Closing Summary:
Creating a safe, respectful workplace is everyone’s responsibility. The company takes all forms of bullying and harassment seriously and will act swiftly to address them. If you experience or witness inappropriate behaviour, speak up — your voice matters in building a positive and inclusive work environment.
Need help or advice? Contact the THSP HR and Employment Law Team on 03456 122 144.
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