	Company
[image: ]
	Document Name

Procedure: Harassment

	Created by

	Document Name

	Version


	Approved by

	Approval date

	Valid from




Purpose
Harassment must not occur in the workplace, and the employer has an extensive obligation to act if anyone is subjected to such treatment. The employer must also take measures to prevent conditions that could give rise to harassment.
Definitions
According to the Swedish Work Environment Authority, harassment refers to actions directed towards one or more employees in a demeaning manner, which may lead to ill health or to the person(s) being excluded from the social community of the workplace.
Procedure
When the organization lacks sufficient knowledge or competence to carry out work environment activities, the necessary expertise must be brought in. The occupational health service should be consulted in the first instance.
The Managing Director (CEO) is responsible for preventing harassment and for resolving any problems that arise. This includes investigating all occasions where there is information indicating that an employee feels they have been subjected to harassment and taking reasonable measures to prevent further incidents.
Investigation
If harassment occurs, it is the responsibility of the Managing Director to investigate and follow up on the incident by:
1. Taking formal responsibility and acting promptly, to prevent the situation from escalating. Initiate early interventions according to the steps below.
2. Speaking privately with the affected person and gathering as much factual information as possible.
3. Offering support to the person subjected to harassment if needed. Remember that the person accused must also be given an opportunity to be heard. Maintain an objective and impartial approach.
4. Speaking with the person suspected of the behavior, clarifying the employer’s position on harassment. Examine whether there may be underlying causes in the organization, such as high workload or stress.
5. Listening openly and impartially to both parties. Everyone involved must have the opportunity to present their version of events.
6. Finding a solution and discussing it with those involved, including what it entails and what measures will be taken if the harassment does not cease.
7. Following up once a solution has been implemented to ensure that corrective actions have had the intended effect.
8. Documenting all incidents and conversations for the purpose of showing what has been said and done.
Possible Measures
Examples of measures that harassment may lead to include written warnings, reassignment, or termination of employment, depending on the severity of the behavior.
Such measures presuppose that the investigation has established that harassment has indeed occurred.
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