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List of Risk Factors and Associated Actions - Sexual Harassment Duty
1. Introduction
· Purpose: To assist LPCs in their capacity as employers with identifying and assessing the risks of sexual harassment and victimisation within their organisation; to assist LPCs when considering the steps which they might take to minimise those risks with a view to putting together an action plan of reasonable steps.
· Scope: All employees, including office workers, lone workers, night and shift workers, home workers, customer-facing workers, offsite workers, seconded workers, interns, agency workers, contractors and event attendees.
2. Risk factors
In this section we have set out a list of specific risk factors and strategies to mitigate the impact of those risks.  In section 4 below we set out an Action Plan which will help address all of the risk factors listed below (e.g., exercising leadership, holding people accountable for their actions, developing and enforcing effective policies and procedures, and conducting training). Any additional strategies identified in this section can be added to the Action Plan as appropriate. 
i. [bookmark: _Hlk181025040]Poor workplace culture norms: sexist banter/disrespectful behaviour 

· Nature of risk: A workplace culture that tolerates certain attitudes, inappropriate behaviours such as inappropriate jokes and banter, and stereotypical views where employees are not treated with dignity and respect may make staff more vulnerable to sexual harassment.

· Possible mitigating steps: 
· Implement standalone sexual harassment policy and review current anti-harassment and anti-bullying policy, and associated policies (such as disciplinary, grievance, social events, personal relationships and/or drugs and alcohol policies).  
· Ensure that there are regular statements issued from senior staff which remind employees of the importance of the LPC’s sexual harassment and associated policies and in particular the importance of reporting any issues relating to or arising from sexual harassment and communicate the zero-tolerance message. Regularly remind workers of the policy and its key messages through internal newsletters and staff meetings. 
· Appoint trained workplace champions or guardians to have responsibility for diversity, equity and inclusion (DEI), discrimination and harassment issues, oversee DEI and harassment policies and procedures, and oversee the use of NDAs in discrimination and harassment cases. Task these individuals with assessing feedback on whether policies and training are working effectively. 
· Monitor workplace culture through anonymous surveys, exit interviews, one-to-one conversations, return-to-work meetings and employee resource groups to identify and address any high-risk issues. 
· Provide regular staff training on recognising and reporting sexual harassment, bystander intervention and the consequences of sexual harassment.
· Provide regular DEI training to senior leaders and managers - focus on what is acceptable workplace behaviour, unconscious bias and the role of managers in maintaining appropriate standards of behaviour in the workplace and preventing and stopping discrimination, bullying and harassment in the workplace.
· Deliver on zero tolerance approach in response to any further incidents.

ii. Lack of knowledge in the workforce around expected behaviours, informal and formal reporting options, awareness of staff training in harassment, what sexual harassment is.  

· Nature of Risk: Ignorance of workplace norms may make abusive behaviour or offensive jokes/banter acceptable leading to some individuals feeling devalued, hurt and offended but powerless to act. 

· Possible mitigating steps: As per Poor workplace culture norms above. 

iii. Culture of communication on WhatsApp within or outside of work hours

· Nature of risk: Use of WhatsApp as a way of communicating between manager and employee or between employees individually or as group, for work matters or personal matters, can lead to more informal interactions where individuals perceive they are “outside” the workplace, which in turn can lead to  inappropriate gossip and banter as it is perceived to be unrelated to work and therefore outside the scrutiny of management and HR - it can lead to inappropriate jokes and banter, and stereotypical views where employees are not treated with dignity and respect and may make staff more vulnerable to sexual harassment.

· Possible mitigating steps: Ensure policies make it clear and provide training to staff and messaging from management that events which occur seemingly outside the workplace are caught by workplace policies and that breach of those policies can lead to disciplinary action. Consider a policy on the use of WhatsApp for work related communications.

iv. Perception of lack of action when incidents occur/lack of accountability 

· Nature of Risk: Staff will be reluctant to report incidents of sexual harassment when it happens to them or if they see it happening to others if nothing is then done about those incidents, leading to perpetrators feeling free to continue with their poor behaviour.

· Possible mitigating steps: Develop and communicate robust policies, deal with complaints properly under the policies by investigating quickly and effectively; hold people accountable for their actions - Impose discipline that is prompt, consistent, and proportionate to the severity of the harassment and/or related conduct, such as retaliation, when it determines that such conduct has occurred.

v. Perception of lack of leadership from management

· Nature of Risk: Employees may believe that management fails to take workplace culture seriously which will lead to a poor workplace culture making staff more vulnerable to sexual harassment.

· Possible mitigating steps: Ensure that there are regular statements issued from senior staff which remind employees of the importance of the LPC’s Anti-harassment and anti-bullying policy and in particular the importance of reporting any issues relating to or arising from sexual harassment and communicate the zero-tolerance message. Regularly remind workers of the policy and its key messages through internal newsletters and staff meetings. 

vi. Lone working/Lone working at night/ Night working 

· [bookmark: _Hlk181019552]Nature of risk: Vulnerability to harassment from colleagues or third parties, lack of immediate support, physical isolation, lack of witnesses, travel home at night. 

· [bookmark: _Hlk180656683]Possible mitigating steps:  
· Consider restructuring work environments and schedules to eliminate isolated conditions.
· [bookmark: _Hlk180657391]Ensure lone workers can check-in regularly with line managers or HR to ensure their wellbeing and help identify any potential issues.
· Implement safety measures, such as panic buttons or CCTV cameras, which may serve as deterrents and provide a sense of security. 
· Where relevant, consider whether it is feasible to have two members of staff on duty whenever possible.
· Ensure that workers in isolated work environments understand complaint procedures.
· Create opportunities for isolated workers to connect with each other (e.g., in person, online) to share concerns.
· Managers to discuss any initial client site visits with female staff to establish if they are comfortable attending alone or would prefer to attend with a colleague. 
· Consider including taxis home as an expense for night workers. 
· Make arrangements to confirm lone/night workers have arrived safely home. 

vii. [bookmark: _Hlk180600053]Culture of late-night working 

· Nature of risk: Vulnerability to harassment from colleagues or third parties, lack of immediate support, physical isolation, lack of witnesses, travel home at night. 

· Possible mitigating steps:  
· Ensure lone workers can check-in regularly with line managers or HR to ensure their wellbeing and help identify any potential issues.
· Implement safety measures, such as panic buttons or CCTV cameras, which may serve as deterrents and provide a sense of security. 
· Where relevant, consider whether it is feasible to have two members of staff on duty whenever possible
· Create opportunities for isolated workers to connect with each other (e.g., in person, online) to share concerns.
· Managers to discuss any initial client site visits with female staff to establish if they are comfortable attending alone or would prefer to attend with a colleague
· Consider including taxis home as an expense for irregular late / night workers.
· Make arrangements to confirm lone and night workers have arrived safely home.

viii. Third party contact: at work

· [bookmark: _Hlk181630949]Nature of risk: Staff who regularly come into contact with customers, suppliers, contractors, clients, intermediaries, consultants, agency workers and recruitment agencies, may be more vulnerable to sexual harassment; workplaces which rely on customer service or client satisfaction e.g. where customers are always right or where there are intermediaries or clients which the employee relies on for future business and they may feel unable to report behaviours. 

· [bookmark: _Hlk180601728]Possible mitigating steps:
· Customer interaction training.
· Visible support from management.
· Clear reporting channels.
· Ensure references to third-party harassment are included in the anti-harassment policy, sexual harassment policy and other documents.
· Publish a public notice/send a formal letter advising third parties about the organisation’s zero tolerance approach to sexual harassment.
· Deploy appropriate signage in all offices – particularly at access points advising third parties that harassment of employees is unlawful and will not be tolerated Include express terms in contracts with third parties notifying them of the employer’s harassment policy and requiring adherence.
· Managers to discuss any initial client site visits with female staff to establish if they are comfortable attending alone or would prefer to attend with a colleague. 
· Encourage reporting by employees, provide support (such as providing adequate staff to monitor and address any potential incidents promptly) and take appropriate action for every complaint of sexual harassment including relating to third parties.
· Policies should be shared with third party organisations supplying staff and services to ensure they are aware of expected standards (such as the organisation’s zero tolerance policy).
· Staff training should also cover how to handle difficult interactions with third parties, setting boundaries, and empowering individuals to remove themselves from difficult situations.
· Training for managers should ensure that they are able to support individuals who have been subjected to harassment by a third party and explain their role in preventing and stopping bullying and harassment from occurring in the workplace. 

ix. Third party contact: secondments 

· [bookmark: _Hlk181630256]Nature of Risk: Different workplace cultures, unclear reporting lines, power imbalances.

· Possible mitigating steps: 
· Ensure Anti bullying/harassment reporting procedures of the secondee’s new workplace are clearly communicated to the secondee before the secondment so they are aware of expected standards (such as the organisation’s zero tolerance policy). 
· Ensure secondees can check-in regularly with line managers or HR to ensure their wellbeing and help identify any potential issues.
· Designated contact person who can support secondee.
· Include provisions in secondment agreements between companies to make clear which company’s policy will apply and which company has responsibility for compliance.

x. Third party contact: lone working at third party site/offices

· Nature of Risk: 
· Staff who work alone at third party premises may be more vulnerable to sexual harassment; particularly in situations where the business relies on customer service or client satisfaction e.g. where customers are always right or where there are intermediaries or clients which the employee relies on for future business and they may feel unable to report behaviours. 
· Different workplace cultures, unclear reporting lines, power imbalances, lack of immediate support, physical isolation, harassers have easy access to their victims and lack of witnesses.

· Possible mitigating steps: 
· As above for lone working.
· As above for third party contact: at work.
· As above for secondments.

xi. Third party contact at social events after work with alcohol

· [bookmark: _Hlk180601181]Nature of Risk: Inappropriate behaviour from customers/clients, blurred professional boundaries, alcohol impairs judgement and lowers inhibitions leading to irresponsible, irrational and rash behaviour.

· [bookmark: _Hlk180653893]Possible mitigating steps 
· Guidelines for client interactions – ensure policies and training deal with third party contact at social events and the approach to consumption of alcohol.
· Consider a buddy system for individuals attending events. 
· Display public notices at events advising third parties that harassment is unlawful and will not be tolerated and including express terms in event contracts with third parties about harassment policies. 
· [bookmark: _Hlk180601579]Before events remind staff and managers (and other attendees) of relevant policies and the importance of ensuring a safe environment, free from discrimination, bullying or harassment. 
· Remind managers about their responsibility if they see harassment.
· Ensure there is appropriate supervision and adequate staffing levels at events to monitor and address any potential incidents of sexual harassment promptly. 
· Have clear reporting mechanisms – consider designating specific staff members as points of contact for individuals to report concerns or seek assistance.
· Have a clear Alcohol Policy which limits alcohol consumption for staff at events, provide food and/or non-alcoholic options. 
· Arrange appropriate transportation for staff to and from events to mitigate any risk.
· Deal with incidents consistently and in line with your policies.

xii. After work social events with/without alcohol 

· Nature of Risk: Harassment during events, alcohol impairs judgement and lowers inhibitions often leading to irresponsible irrational and rash behaviour, power imbalances.

· Possible mitigating steps: 
· Event-specific guidelines, presence of management or HR representatives.
· Ensure policies and training deal with work social events and the approach to consumption of alcohol.
· Before events remind staff and managers (and other attendees) of relevant policies and the importance of ensuring a safe environment, free from discrimination, bullying or harassment. 
· Remind managers about their responsibility if they see harassment.
· Ensure there is appropriate supervision and adequate staffing levels at events to monitor and address any potential incidents of sexual harassment promptly. 
· Have clear reporting mechanisms – consider designating specific staff members as points of contact for individuals to report concerns or seek assistance.
· Have a clear Alcohol policy which limits alcohol consumption for staff at events, provide food and/or non-alcoholic options. 
· Arrange appropriate transportation for staff to and from events to mitigate any risk.
· Deal with incidents consistently and in line with your policies.

xiii. [bookmark: _Hlk181025423]Attending work trips overseas with colleagues where the offices they are visiting have different cultures to that of the UK 

· Nature of risk: lack of understanding of other cultures on the part of the member of staff visiting countries with those cultures can place them at risk either of sexual harassment occurring to them (for example because of the way they dress or just because they are female) or of them doing or saying something which is inappropriate.  Also blurred professional boundaries especially if work trip involves socialising and alcohol. 

· Possible mitigating steps:  
· Train staff so that they understand the culture of the country they are visiting and can act and dress appropriately so as not to offend others or expose themselves to the risk of sexual harassment occurring to them.  
· Ensure policies are clear on territorial scope, provide applicable policies to those travelling overseas and ensure reporting procedures are clear and complaints are managed consistently.
· Train employees and managers who work across countries on local policies, expected behaviour, dealing with incidents etc. 
· Ensure policies are clear as to territorial scope.

xiv. Attending work trips overseas with clients where the offices they are visiting have different cultures to that of the UK 

· Nature of risk: As above plus inappropriate behaviour from clients, power imbalances.  

· Possible mitigating steps:
· Ensure employee can check-in regularly with line managers or HR to ensure their wellbeing and help identify any potential issues.
· Designated contact person who can support the employee.
· As above for third party contact at work and at social events. 

xv. [bookmark: _Hlk181634430]Cross jurisdictional management of employees (where cultures may be different)

· Nature of risk: Staff who work across different countries as part of their duties may fail to understand other cultures which could place them at risk either of sexual harassment occurring to them (for example because of the way they dress or just because they are female) or of them doing or saying something which is inappropriate.  Also blurred professional boundaries especially if work trip involves socialising and alcohol. 

· Possible mitigating steps:  
· Train employees and managers who work across countries on local policies, expected behaviour, dealing with incidents etc. 
· Ensure policies are clear as to territorial scope.

xvi. Decentralised workplace – isolation and abuse of power 

· Nature of risk: Corporate offices far removed physically and/or organisationally from front-line employees or first-line supervisors meaning managers may be unaccountable for their behaviour and may act outside the bounds of workplace rules; managers may be unaware of how to address harassment issues.

· Possible mitigating steps: Training all levels of organisations regardless of geographical location, ensure employees in geographically diverse locations can connect and communicate effectively. 

xvii. Online working - isolation and abuse of power

· Nature of risk: (online working) inappropriate online communication, isolation leading to unreported incidents, power imbalances.

· Possible mitigating steps: Virtual training sessions, regular check-ins, clear online reporting tools, ensuring equitable treatment and support.

xviii. Interns/young workforce – job insecurity and abuse of power

· Nature of risk: Less awareness of laws and workplace norms, lack self-confidence to resist unwelcome overtures or challenge conduct that makes them uncomfortable, more susceptible to being taken advantage of by co-workers or superiors, particularly those who may be older and more established in their positions, may be more likely to engage in harassment because they lack the maturity to understand consequences, can be more difficult for this category of worker to speak up because of fears of losing their jobs or other negative consequences.

· Possible mitigating steps: 
· Induction training to particularly emphasise the employer’s desire to hear about all complaints of unwelcome conduct, policies to clearly include this category of worker.
· Staff training to include learning about vulnerabilities of interns and youth in relation to sexual harassment.
· Provide additional training for managers aimed at preventing abuses of power and their role in maintaining appropriate standards of behaviour in the workplace as well as handling sexual harassment complaints (including the need to be independent and not influenced by any conflicts of interests) and ensuring employees who report harassment do not suffer detriment or victimisation.
· Conduct risk assessment and create policy for any workers under 18 years old, ensure colleagues are aware of the assessment and policy, deal with incidents consistently.

xix. Agency workers and contractors – job insecurity and abuse of power

· Nature of risk: Less awareness of laws and workplace norms, lack self-confidence to resist unwelcome overtures or challenge conduct that makes them uncomfortable, more susceptible to being taken advantage of by co-workers or superiors, particularly those who may be older and more established in their positions, may be more likely to engage in harassment because they lack the maturity to understand or care about consequences, can be more difficult for these people to speak up because of fears of losing their jobs or other negative consequences, lack of clarity as to applicable reporting and processes. 

· [bookmark: _Hlk181016508]Possible mitigating steps: 
· Induction training to emphasise the employer’s desire to hear about all complaints of unwelcome conduct.
· Staff training to include learning about vulnerabilities of agency workers and contractors in relation to sexual harassment.
· Ensure policies and training include responsibilities of agency workers and contractors in relation to workplace behavioural norms and not to harass staff. 
· Provide additional training for managers aimed at preventing abuses of power and their role in maintaining appropriate standards of behaviour in the workplace as well as handling sexual harassment complaints (including the need to be independent and not influenced by any conflicts of interests) and ensuring employees who report harassment do not suffer detriment or victimisation.
· Ensure compliance with zero tolerance policy is included in agency worker agreements and ensure agency workers are aware of applicable policies and procedures.
· Ensure contractor agreements have wording to confirm obligation to comply with sexual harassment and related policies, and ensure consultants are aware of applicable policies.
· Deal with incidents consistently with zero tolerance approach.

xx. Cultural and language differences in the workplace

· Nature of risk: Less awareness of laws and workplace norms, lack of English-speaking skills may mean unawareness of rights and more susceptible to exploitation.

· Possible mitigating steps: 
· Ensure that culturally diverse employees understand laws, workplace norms, and policies.
· Increase diversity in culturally segregated workforces.
· Pay attention to relations among and within work groups.

xxi. Social discourse of events taking place outside the workplace 

· Nature of risk: Coarsened social discourse that is happening outside a workplace may make harassment inside the workplace more likely or perceived as more acceptable.

· Possible mitigating steps: 
· Proactively identify current events-national and local-that are likely to be discussed in the workplace.
· Remind the workforce of the types of conduct that are unacceptable in the workplace.

xxii. Workplace with significant power discrepancies e.g. strong hierarchies, teams with limited networks, people regarded as “high value” 

· Nature of risk: Management is often reluctant to jeopardise high value employee's economic value to the employer; High value employees may perceive themselves as exempt from workplace rules or immune from consequences of their misconduct.

· Possible mitigating steps: 
· Apply workplace rules uniformly regardless of rank or value to the employer. 
· If a high-value employee is disciplined for misconduct, consider publicising that fact (unless there is a good reason not to).

xxiii. Homogenous workplaces with lack of diversity

· Nature of risk: Employees in the minority can feel isolated and may actually be, or at least appear to be, vulnerable to pressure from others (such as women in the minority). 

· Possible mitigating steps: 
· Increase diversity at all levels of the workforce, with particular attention to work groups with low diversity. Establish or review DEI strategy to increase diversity; monitor progress against the strategy.
· Pay attention to relations among and within work groups.
· Provide regular DEI training to senior leaders and managers, to include unconscious bias.
· Encourage job applications for senior leadership and managerial roles from as diverse a range of people as possible.
· Run a reverse mentorship scheme where senior leaders and managers can learn from individuals from underrepresented or minority groups.
· Set up DEI workshops through employee resource groups. Ensure senior leaders and managers attend these workshops so they can understand the challenges faced by others.

xxiv. Male dominated workforce particularly in senior positions

· Nature of risk: This lack of diversity in senior positions can result in a significant power imbalance which may lead to women feeling marginalised, more vulnerable to sexual harassment, and less likely to speak up. 

· Possible mitigating steps: 
· As above for Homogenous workplaces with lack of diversity. 
· Ensure the workplace champion who has responsibility for DEI and harassment issues are not only women leaders but also engage senior male leaders to act as role models. 
· Sign on to the programme “male Champions of Change” to demonstrate commitment to tackling sexual harassment.

xxv. Lone female in an otherwise male workplace/office/unit

· Nature of risk: Employees in the minority can feel isolated and may actually be, or at least appear to be, vulnerable to sexual harassment. Majority group social interactions may be isolating for the lone female, she may feel less able to speak up or that she should conform to the group culture.
 
· Possible mitigating steps:  
· Provide regular DEI training to senior leaders and managers, to include unconscious bias.
· Regular check ins with the employee.
· Strong messaging to the group about expected behaviour, leadership from management to reinforce. 
· Application of policies consistently.

xxvi. [bookmark: _Hlk181634484]Any specific risk factors identified in your data or records of previous incidents

· Nature of risk: [to be identified] 

· Possible mitigating steps: [to be identified]

3. Risk Assessment Matrix
A risk assessment should be conducted to comply with the duty to prevent sexual harassment in the workplace.  Assessments should identify the risks, and the control measures identified to minimise the risks.  
Guidance on completing the risk assessment table
The following instructions are designed to take you through the steps and record your decision making in the risk assessment table sent together with this document. You should use the separate List of Risk Factors and suggested actions set out above to help you complete your Risk Assessment (attached template). 
Columns A/Tab 1: Consider the risks of sexual harassment occurring in the course of employment.  
In the first column of your risk assessment, briefly list in separate rows the factors that might increase the likelihood of sexual harassment.  Some of the risks identified may only apply to certain types of workers - if that’s the case, your identified risk should state to whom it applies.  For example, a risk may be “workplace culture featuring sexist banter and disrespectful behaviour”. 
Consider for example:-
· Where are the power imbalances? Are there gendered power imbalances (for example, where most junior staff are female and most senior managers / leaders are male).
· Is there a lack of diversity in your workforce? This could be a male-dominated workforce; workers that have more than one protected characteristic, for example, disabled people, ethnic minorities and people from the LGBT community are more likely to experience sexual harassment than people who do not have these protected characteristics. 
· Is there job insecurity for a particular group or role? Do you engage any form of insecure / casual workforce such as zero hours contracts, agency staff or contractors. 
· Are staff working alone or at night? 
· Do your staff have client/customer-facing duties? 
· Are staff expected to attend external events, social events, conferences or training? Do staff travel to different locations? Is there an expectation that workers will stay away from home overnight (particularly if alcohol is being consumed)? Are customers or staff drinking alcohol? 
· Do staff socialise with each other outside of work?
· Do staff use social media such as WhatsApp to communicate with each other outside the workplace? 
· What is your workplace culture like? Do staff engage in crude/sexist banter or disrespectful behaviour at work? Is there social media contact between workers?  
· Has there been past inaction to prevent or respond to sexual harassment? For example, has the organization previously failed to respond to reports of sexual harassment? 
· Are there any other job roles or workers which have specific risks?  There may be risks that only affect one job role or worker - these should still be considered and addressed
· Are there particular events that raise tensions locally or nationally? Where there are staff who hold strong views, events can compel those individuals to assert their beliefs. 
Below is a list of possible risks you could use in Column A/Tab 1: 
· Poor workplace culture norms.
· Lack of knowledge in the workforce around expected behaviours, informal and formal reporting options, awareness of staff training in harassment, what sexual harassment is.  
· Culture of communication on WhatsApp outside of work hours.
· Perception of lack of action when incidents occur/lack of accountability.
· Perception of lack of leadership from management.
· Lone working/Lone working at night/Lone working with third parties/Night working. 
· Third party contact: at work.
· Third party contact: secondment to client offices.
· Third party contact at social events after work with alcohol.
· After work social events with/without alcohol. 
· Attending work trips overseas with colleagues where the offices they are visiting have different cultures to that of the UK.
· Attending work trips overseas with clients where the offices they are visiting have different cultures to that of the UK. 
· Cross-jurisdictional management of employees (where cultures may be different). 
· Decentralised workplace – isolation and abuse of power. 
· Online working - isolation and abuse of power.
· Interns/young workforce – job insecurity and abuse of power.
· Agency workers and contractors – job insecurity and abuse of power.
· Cultural and language differences in the workplace.
· Social discourse of events taking place outside the workplace. 
· Workplace with significant power discrepancies e.g. strong hierarchies, teams with limited networks, people regarded as “high value”. 
· Homogenous workplaces with lack of diversity.
· Male dominated workforce particularly in senior positions.
· Lone female in an otherwise male workplace/office/unit.
· Any specific risk factors identified in your data or records of previous incidents.
Column B/Tab 1: Nature of risk
In the second column of your risk assessment, describe in more detail the nature of the risk you have identified in the first column. Here you might want to describe or list the reasons why there is a risk and from whom.  For example, your risk identified in column 1 might be “culture of late-night working” and in column 2 you might describe this risk as “Vulnerability to harassment from colleagues or third parties, lack of immediate support, physical isolation, lack of witnesses, travel home at night.”
Column C/Tab 1: Document how you have assessed the risk and state your conclusions in respect of that risk. For example:
· In the third column of your risk assessment, in relation to each risk factor identified (column 1), state whether you have conducted anonymous staff surveys, or interviewed a sample of workers who are at risk or who would be best placed to know about that risk (such as those who work alone, line managers, HR managers, those who regularly come into contact with third parties, senior leaders or managers), or identified from previous incidents. 
· In your conclusion, for example about the risk of sexual harassment from third parties, you might state that a significant proportion of reported incidents and upheld complaints were committed by third parties.
Column D/Tab 1: Assess the risk priority rating. 
In the next column of your risk assessment, consider and mark up:
· Likelihood: Assess the probability of each risk occurring (e.g., 1 = rare, 2 = unlikely, 3 = possible, 4 = likely, 5 = almost certain).
· Impact: Assess the potential impact of each risk (e.g., 1 = minor, 2 = moderate, 3 = major, 4 = severe).
· Risk Rating: Combine likelihood and impact to determine the overall risk rating (e.g., low (2-4), medium (5), high (6-9)). 
Column E/Tab 1: State what controls/measures are already in place to mitigate that risk occurring: 
· In the next column of your risk assessment, state in relation to each risk factor identified in column 1, what steps have already been taken to mitigate that risk. To do this you will need to gather the information you already possess (e.g. what policies you already have in place/ what training/ what reporting mechanisms).
· For example, against the risk of lone working, you may already have adopted a robust Anti-harassment and anti-bullying policy with clear examples of sexual harassment and a comprehensive reporting procedure, and your policy may be accessible to all staff via the intranet. However, the policy may be lacking in certain respects (such as not containing multiple reporting channels) so a review of the policy should be considered as an additional control (see next step).  
Column F/Tab 1: State what possible additional controls/measures may be required to mitigate the risk occurring. List all possible controls, even if they might not be reasonable for you to take.  In your Action Plan (tab 2) you will have the opportunity to select from your list of all possible controls, just those controls that you consider would be reasonable for the organisation to take.
· For example, in relation to the risk of third-party contact, you may need to provide comprehensive training to staff on recognising and reporting sexual harassment, bystander intervention and the consequences of sexual harassment. This training should also cover how to handle difficult interactions with third parties, setting boundaries, provide comprehensive training to staff on recognising and reporting sexual harassment, bystander intervention and the consequences of sexual harassment. 
· One of the steps you need to take may be to gather further data such as conducting a staff survey or culture audit.  If that is the case, you may need to review your action plan and steps again after that data has been collected. 

4. Action Plan Options (Tab 2) 
Instructions for dealing with this section:
· The strategies outlined below (e.g. developing and enforcing effective policies and procedures, conducting training, exercising leadership, reporting mechanisms and monitoring the treatment of complaints) will help address all of the risk factors listed above. 
· When putting together your Action Plan, you should consider adding to the list of actions the additional strategies which have been identified above. However, only include those strategies which are reasonable for your organisation to take.  You may wish to state in relation to any particular strategy why you have decided that it is not reasonable to take it.    
· Policy Development: Create and regularly update comprehensive sexual harassment and anti-harassment policies.  See paragraph 4.18 EHRC guidance for detail of what a good anti-harassment policy (or separate sexual harassment policy) should contain.  
· Training and Awareness: Conduct regular training sessions for all employees on recognising and preventing sexual harassment, addressing power imbalances, and promoting diversity.
· Provide all workers with training which addresses the different types of harassment and victimisation. Keep records of who received training and implement a timetable for refresher training.
· Provide training to all new employees during their induction and provide regularly updated training (at least annually) as necessary throughout their tenure.
· Tailor training to the nature of the employer, the target audience and the employer’s policy (and make reference to third party harassment). 
· Undertake pre-and post-training surveys to monitor effectiveness of training; adapt training based on feedback.
· Provide mandatory role-specific training for managers and investigators.
· In order to address power imbalances, introduce training on topics such as diversity and inclusion for those who have responsibility for the overall strategy of the organisation e.g. the board, recruitment, development & promotion.
· Tailor training after conducting a climate survey.
· Include ‘bystander intervention training’ as part of the general organisation-wide training.
· Reporting Mechanisms: Establish clear, confidential, and accessible reporting channels. 
· Ensure that there are multiple reporting routes available for reporting sexual harassment allegations (e.g., line manager, SHPC and anonymous online/telephone/ formal and informal).
· Actively encourage the reporting of allegations of sexual harassment.
· Ensure employees can report to at least two different people at different levels within the organisation.
· Formal reporting channels should allow complaints to be made to someone other than the alleged harasser, preferably someone more senior.
· No time limit for making complaints; historical complaints should be investigated in line with normal processes.
· Provide anonymous reporting options to capture complaints that might otherwise go unreported. While anonymous reports may limit the ability to investigate individual cases, they can provide valuable insights into workplace issues, areas needing further investigation, and groups requiring targeted training. Ensure anonymous reporting is offered alongside named reporting routes and inform employees of the limited actions that can follow from anonymous reports. Employees should have the option to make a named report at any point.
· Monitoring treatment of complaints: 
· Keep a centralised record of sexual harassment complaints (formal and informal) and evidence as well as settlement agreements, alleged perpetrators, and actions taken.
· Review record and evidence every six months to identify trends and take action to tackle them.
· Keep reports of sexual harassment confidential.
· Investigate complaints of sexual harassment thoroughly and fairly.
· Provide guidance, counselling and support to victims of sexual harassment.
· Appoint and train a Sexual Harassment Prevention Champion (SHPC) and task them with monitoring sexual harassment issues and supporting victim.
· Provide guidance and support to managers dealing with reports (via HR) – managers should know exactly what to do and who to come to when a complaint of sexual harassment is made to them.
· Set out a time frame for investigations to manage expectations. 
· Select a trauma-informed and experienced person to conduct investigations into allegations of sexual harassment. The manager/investigator training should cover this in so far as it is possible. 
· Allow a victim to work normally, and reassign or suspend the alleged harasser (not the victim) during the investigation. 
· Protect those who report from victimisation.
· Address repeat offenders appropriately.
· Identify and resolve cultural problems.
· Hold perpetrators accountable for their actions.
· Use settlement agreements and NDAs appropriately.
· Require settlement agreements to be signed off at board level or by a member of the senior management team.
· Assign a board member or senior manager to oversee DEI, discrimination, and harassment issues, including the use of NDAs.
· Exercise leadership to create a zero-tolerance culture and staff engagement: 
· Undertake an employee climate survey and repeat periodically (every 6-12 months).
· Review approach to DEI and power imbalances.
· Proactively communicate and demonstrate a zero-tolerance approach to sexual harassment.
· Discuss trends and the results of the staff surveys with internal women’s network.
· Leadership to demonstrate their commitment to eliminating sexual harassment.
· Regularly remind workers of the policy and its key messages through: 
· Internal newsletters
· Physical or digital noticeboards
· Staff meetings
· Reminders ahead of key events (e.g., office parties)
· Annual reminders
· Workplace Champions/Guardians: 
· Appoint trained workplace champions or guardians (SHPC) to monitor harassment issues, oversee training, and offer support to victims.
· Ensure these champions are not only women leaders but also engage senior male leaders to act as role models.
· Consider signing on to programmes like the male Champions of Change to demonstrate commitment to tackling sexual harassment.
· Provide champions with training on the sensitive issues involved in different forms of harassment related to various protected characteristics.
· Mitigating Risks of Harassment by Third Parties: 
· [bookmark: _Hlk181020321]Ensure references to third-party harassment are included in the anti-harassment policy, sexual harassment policy and other documents.
· Publish a public notice/send a formal letter advising third parties about the organisation’s zero tolerance approach to sexual harassment. Deploy appropriate signage in all offices – particularly at access points advising third parties that harassment of employees is unlawful and will not be tolerated Include express terms in contracts with third parties notifying them of the employer’s harassment policy and requiring adherence.
· Managers to discuss any initial client site visits with female staff to establish if they are comfortable attending alone or would prefer to attend with a colleague. 
· Encourage reporting by employees, provide support (such as providing adequate staff to monitor and address any potential incidents promptly) and take appropriate action for every complaint of sexual harassment including relating to third parties.
· Policies should be shared with third party organisations supplying staff and services to ensure they are aware of expected standards (such as the organisation’s zero tolerance policy).
· Staff training should also cover how to handle difficult interactions with third parties, setting boundaries, and empowering individuals to remove themselves from difficult situations.
· Training for managers should ensure that they are able to support individuals who have been subjected to harassment by a third party and explain their role in preventing and stopping bullying and harassment from occurring in the workplace. 
· Statement of reasonable steps 
Include at the end of your Action Plan (tab 2) a statement as follows (adapt as necessary):

· “Having identified in our risk assessment (columns A and B, tab 1) the specific risks of sexual harassment occurring, we have reviewed carefully the further steps which could be taken to mitigate those risks (column F, tab 1) and have decided to include [only] the steps set out in this Action Plan (tab 2) on the basis that those are the steps which are reasonable for us to take in order to reduce the risk of sexual harassment occurring. 
· Factors we have consider are include (but are not limited to) our organisation’s size and resources, the sector we operate in, the working environment/nature of the workplace, the risks present in that workplace, any regulatory requirements, and the types of third-party workers our staff may have contact with and likelihood they will come into contact with them.”
********************
Clyde & Co LLP/ August 2025
Encl: Risk Assessment and Action Plan Table
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