ANTI-BULLYING AND ANTI- E NT E R QESY

HARASSMENT POLICY

INTRODUCTION

This policy outlines Enterkey Trainings commitment to providing a safe, respectful,
and inclusive environment for all staff, instructors/coaches, learners, and visitors.
Bullying and harassment in any form are strictly prohibited and will not be
tolerated. This policy aims to promote a culture of dignity, respect, and fairness.

SCOPE

This policy applies to all employees, trainers, and visitors of Enterkey Training in all
settings, including:

e On-site at any company or training venue
« Off-site at any work-related event or training session
e Online learning platforms, emails, and other digital communications

DEFINITIONS

Bullying

Bullying is any behaviour, whether verbal, physical, or emotional, that intimidates,
humiliates, or demeans a person or group of people. This may include, but is not
limited to:

» Verbal abuse or insults

» Offensive jokes, comments, or rumours
o Repeated exclusion or isolation

» Intimidation or threats

e Misuse of power or position

HARASSMENT

Harassment is any unwelcome behaviour that violates a person'’s dignity or creates
an intimidating, hostile, degrading, humiliating, or offensive environment.
Harassment may be based on characteristics such as:

e Race, ethnicity, or national origin
e Gender or gender identity

e Sexual orientation

» Disability or medical condition

e Age, religion, or belief
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Examples of harassment include:

» Unwanted touching or physical contact

» Derogatory remarks or name-calling

« Displaying or sharing offensive material (including emails, texts, and social
media)

» Persistent unwanted attention or stalking

e Sexual harassment, such as inappropriate comments or advances

Enterkey Training maintains a zero-tolerance stance toward any form of bullying or
harassment. All reports will be taken seriously and investigated promptly. Anyone
found to have engaged in such behaviour may face disciplinary action, up to and
including termination of employment or expulsion from the programme.

All individuals within Enterkey Training have the right and responsibility to report
any incidents of bullying or harassment. Complaints can be reported to:

» Direct supervisor or trainer
» Director Operations
» Designated safeguarding officer

Reports can be made verbally or in writing and will be treated with confidentiality,
to the extent possible. Retaliation against anyone who reports bullying or
harassment or participates in an investigation is strictly prohibited and will result in
disciplinary action.

Upon receiving a report, Enterkey Training will:

1. Conduct a prompt and impartial investigation.

2. Provide support to the individual(s) affected.

3. Ensure that all involved parties have the opportunity to present their case.

4. Take appropriate action based on the findings, which may include
mediation, counselling, or disciplinary measures.

5. Ensure that the complainant is kept informed of the outcome, within the
limits of confidentiality.
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To prevent bullying and harassment, Enterkey Training will:

e Provide regular training for all staff and trainers on recognising and
preventing bullying and harassment.

» Make this policy available to all employees, trainers and learners.

e Raise awareness through workshops, posters, and other educational
materials.

Individuals who believe they have been subject to bullying or harassment can
access confidential counselling and support services. Enterkey Training
encourages any affected individual to seek assistance as needed.

This policy will be reviewed annually to ensure its effectiveness and relevance. Any
necessary updates will be implemented, and feedback from staff and learners will
be considered.

Enterkey Training is committed to fostering a positive and respectful environment
for all. Any form of bullying or harassment is incompatible with these values and
will not be tolerated. We expect everyone to uphold the principles of respect and
dignity in their interactions with others.

By promoting this policy, we aim to create a safer and more inclusive learning and
working environment for everyone associated with Enterkey Training.
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