SINGLERAPID Policies

FAIRNESS AND DIGNITY AT WORK

Introduction

SingleRapid Ltd. is an Equal Opportunities employer; we do not discriminat
race, religion, nationality, sex, lifestyle, disability or age. We are committe

company environment in which employees can work together in an-a
and mutual respect. We believe that all employees have the follow

e To be provided with a working environment free f discr
harassment and aggression;

e To be treated with dignity and respect; O

e To be treated in a fair and equitable manpenr:

This commitment is reflected in the following i cedures, which will be made

Definitions set out below. If the word or pf ré seeking is not there, just ask any
manager or a Director fok clarificati 2y will be pleased to help you. Do not hesitate to

“race”: For the purposes of this docume €S jonality and ethnic or national origins as well as
race. ‘Racial group' means a group ( K rence to any of those criteria.

“sex” or “gender”: These refer to the sex on_or/group Of persons involved. Although often thought of in
connection with equa es for women, freedom from sex discrimination is a principle

“lifestyle”: This is used t ) is’document to include personal circumstances or decisions about the way a
person lives, sue 3

arassment”: This is unwanted conduct affecting the dignity of men and women in the workplace. It may
be related to age, sex, race, disability, religion, nationality, lifestyle or any personal characteristic of the
individual, and may be persistent or an isolated incident. Note: you don’t have to intend to harass someone
— simple thoughtlessness or lack of consideration for the sensibilities of others could be enough for a case of
harassment to be found proven.

“bullying “: This can be described as offensive, intimidating, malicious or insulting behaviour, an abuse or misuse of
power tending to undermine, humiliate or injure the recipient. Again, although bullying is often a deliberate
activity, it is possible to act in a bullying way without realising it (see “personal harassment” above).
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Equal Opportunities and Anti-Discrimination Policy

groups will not be demanded or imposed e
the job to be done.

ations and other relevant legislation. SRL will
iceé are given to ensure this.

uitment, retention, pay, training and promotion statis
nnually in the light of ethnicity, gender, disability af

What if ...
iously and will be glad of the
sentment it would be bound to cause.
Further: s to\accept'their personal responS|b|I|ty in |mplement|ng this
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Personal Harassment Prevention Policy

People in our society may be victimised and harassed as a result of their ethnici
age, disability, sex or lifestyle. Personal harassment, which includes bullying of a
takes many forms ranging from tasteless jokes and abusive remarks both g e

to threatening behaviour, stalking and actual physical abuse. Whatever u
harassment is totally unacceptable. We consider this matter to be
of this policy may lead to disciplinary action being taken against y
certain circumstances, breach of this policy may be conside
immediate termination of your employment.

Do: - in fact, everyone with

RL - with respect at all times.

th-direct personal harassment (which is often definable as
as constant or frequent jokes or innuendo behind
ut their race, religion, disability etc.; leaving sexually explicit or

Therefore, remember that what seems like harmless\fun to
offend a fellow employee. O

™

Do NOT: imi , ically ‘or othgrwise, or by abusing the

ihere they might cause distress or
aI|ty, religion, disability, lifestyle or

about those of a particular race, religion, disability, lifestyle etc.)
¢ Intrude on a fellow employee by pestering, spying, stalking etc.

e Persist in any behaviour towards a fellow employee, whether physical, verbal or non-
verbal, however innocently intended, if the recipient asks you to stop.
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What if ... you are the victim of personal harassment or bullying?

If you are the victim of minor harassment, you should make it clear to the harasser(s) on
an informal basis that their behaviour is unwelcome and ask them to stop/If you do not
feel able to do this face-to-face, you could hand a written request to the harasser(s).
Remember: it is possible that the harassment was unintentional. Stj i
issue with any manager or Director of your choice at any time — e
any approach to the harasser(s), if you prefer.

bring the matter to the attention of Management as af
again, any manager or Director can assist you in this.
notes of the harassment so that the written cor@a'

e The name(s) of the alleged harasser(s)

The nature of the alleged harassment

ill take action to separate you from the alleged
pted investigation to take place. This may involve a

arasser(s). If either party is dissatisfied W|th d he proposed
decision, this should be raised with the mvestl‘r kihg days of receiving
the draft. Any points of concern will be consider iscussed before the final report
and resulting decision are sent, in writing, to you eged harasser(s).

Further:

| have read and understand the terms of these policies. | have been shown how to
access this text on-line for future reference at any time.

PRINT NAME SIGNATURE DATE
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