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Heerema Marine Contractors 
 
    
 

 
HARASSMENT POLICY 
 

 
 
 
 
 
 
 

Summary 
 
HMC wishes to provide a pleasant and healthy work environment and is committed to ensuring the 
health, safety and well-beings of all employees. Accordingly, HMC strictly prohibits harassment of 
any kind and in any form, such as, but not limited to, sexual harassment, racial harassment and 
bullying. Furthermore, HMC has guidelines to protect the safety, security and health of all its 
employees. 
 
Scope 
 
This Policy applies to employees of  Heerema Marine Contractors Holding SE (“HMC”) and the 
employees of all her direct and indirect subsidiaries throughout the world which for the purpose of 
this policy include but is not limited to: 
 
Heerema Marine Contractors Nederland SE  Heerema Marine Contractors Nigeria Ltd. 
Heerema Fleet Personnel B.V.    Heerema Angola Ltd. 
Heerema Marine Contractors U.S. Inc.   Heerema Marine Australia Pty Ltd. 
Heerema Marine Contractors U.K. Ltd.    
Heerema Marine Contractors Staffing Asia Pte Ltd. 
 
In this Policy ‘You’, ‘your’- means the Employee to whom this Policy refers. 
 
The term Employee is used as a masculine noun and the pronouns in this respect are also 
masculine. However, the term ‘Employee’ is also used to refer to the female Employees at 
HMC. 
 
 

Date of issue September 2012 
 

Version 2012.02 
 

Document HMC L080 
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1 PURPOSE 

 
 HMC wishes to provide a pleasant and healthy work environment and is committed to 

ensuring the health, safety and well-beings of all employees. Accordingly, HMC strictly 
prohibits harassment of any kind and in any form, such as, but not limited to, sexual 
harassment, discriminatory harassment and bullying. In order to ensure a pleasant and healthy 
work environment all Employees are to treat each other with respect.  
 
HMC has established a procedure by which Employees can report to their management or a 
member of the Committee on Confidential Issues any allegations of known or alleged 
improper behavior as further defined in this Harassment Policy. 

 
 
2 UNLAWFUL HARASSMENT 

 
Unlawful harassment in employment may take many different forms such as: 

 
• Verbal conduct such as epithets, derogatory comments, slurs or unwanted comments 

and jokes; 
• Visual conduct such as derogatory posters, cartoons, drawings, e-mails or gestures; 
• Physical conduct such as assault, blocking normal movement, restraint, touching or 

other physical interference directed at an individual; 
• Threats and demands such as to submit to certain non-work related conduct or perform 

certain non-work related actions in order to keep or obtain a job, to avoid some other 
loss, or as a condition of job benefits, security or promotion; and  

• Retaliation by any of the above means for having reported harassment or 
discrimination, or having assisted another employee report harassment or 
discrimination. 

 
Harassment can include but is not limited to: 
 
• Bullying  
• Sexual Harassment 
• Discriminatory Harassment 
• Disability Harassment 
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2.1 Bullying 
 
 Bullying in the workplace is defined as repeated aggression, (verbal, psychological or 

physical), conducted by an individual or group against another person or persons. 
Inappropriate, aggressive behavior, which is systematic and ongoing, is regarded as bullying. 

 
Examples of bullying behavior include but are not limited to: 

 
• Derogatory remarks 
• Public or private criticism 
• Insensitive jokes or pranks 
• Insulting or aggressive behavior 
• Ignoring or excluding a partner 
• Withholding necessary information 
• Setting unrealistic deadlines 
• Constantly undervaluing effort 
• Unreasonably removing areas of responsibility 

 
 
2.2 Sexual Harassment 

 
Sexual harassment is unwanted contact of a sexual nature or other conduct based on gender 
which affects the dignity of men and women at work.  It is also discrimination on the grounds 
of gender in cases where it would not have occurred but for the fact that the victim was male 
or female. 
 
Sexual harassment is visual, verbal or physical conduct of a sexual nature which creates a 
hostile, offensive or intimidating work environment for any individual.  Employees may not 
always realize that their behavior constitutes sexual harassment but they must recognize that 
what is acceptable to one person may not be acceptable to another.  Examples of sexual 
harassment may include but are not limited to: 

 
• Sexual orientated insensitive jokes and pranks 
•  Comments or questions about an individual’s body, sexual activity, prowess or 

deficiencies about appearance 
• Unnecessary and/or unwanted body contact 
• Displays of sexually suggestive objects, pictures, cartoons, written materials. 
• Requests for sexual favors 
• Speculation about a person’s private life and sexual activities 
• Threat of dismissal, loss of promotion, etc., for refusal of sexual favors 
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2.3 Discriminatory Harassment 
 

Harassment in employment on the basis of sex, race, nationality, civil status, sexual 
orientation, religion, age, occupational disability/handicap, personal belief / life principles or 
political opinions is unlawful. 
 
Examples of discriminatory harassment may include the following with an aim to any ground 
for discrimination as stated above: 

 
• Insensitive jokes or pranks related to race / religious following 
• Deliberate exclusion from conversations 
• Abusive, threatening or insulting words or behavior 
• Displaying racially abusive materials whether in writing, pictures or graphics including 

graffiti 
 

The above are just some examples of types of discriminatory harassment. The examples 
shown could just as easily be applied to harassment on the grounds of sexual orientation, age, 
marital or family status, gender reassignment, religion, or disability, all and any of which 
would be completely unacceptable. 
 
Discriminatory harassment can affect the confidence, morale, performance and health of the 
person being harassed and can therefore result in becoming a very serious issue.  

 
 
3 YOUR WORKING ENVIRONMENT 
 

HMC aims to create and maintain a working environment in which the dignity of employees is 
respected. Accordingly: 

 
• HMC prohibits the display and circulation of sexually offensive material e.g. Posters, pin-

ups, and other literature. 
• All new employees will be informed of HMC policy towards harassment. 

 
The sensitive nature of complaints of harassment and/or discrimination is recognized and 
employees wishing to discuss such issues should speak in confidence to their Manager or, if 
preferred, contact one of the Counsellors of the Committee on Confidential matters direct.  
Allegations of harassment will be dealt with in a serious and confidential manner and if you 
suffer harassment you are encouraged to invoke this HMC Harassment Policy in order to 
address your concerns. 

 
HMC shall endeavour to make a Manager of the same gender available to hear your 
complaint(s) if you so wish. 
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4 HARASSMENT COMPLAINT PROCEDURE 
 
4.1 Committee on Confidential Issues 
 
 In order for HMC to take proper action in these kind of situations and in order to make it 

easier for the person involved to talk about the issue and to file an official complaint, HMC 
has installed a Committee on Confidential Issues which comprises of a number of appointed 
Counsellors. The Counsellors operate as Confidential Representatives and can be found on the 
HR internet site. HMC intends to ensure that at least one female will participate as Counsellor 
on the Committee on Confidential Issues.  

 
 If the person involved makes an official complaint, this complaint will be treated in every 

case.  
 
4.2 What to do if you subject to harassment 
 
 Employees who believe they are victims of harassment are strongly encouraged to make it 

clear to the harasser that they find their conduct unwelcome or offensive.  This should be done 
promptly and clearly.  In many cases this may be sufficient to stop the harassment.  Where it 
is difficult or inappropriate to do this (for example the harasser may be the employee's 
supervisor) the employee may either pursue the matter informally (see section “Informal 
Procedure” below) or may make a formal complaint (see section “Formal Complaint 
Procedure” below).  
 
Employees who consider they are victims of harassment have a responsibility to adopt one of 
the above routes.  In cases of serious harassment, the formal complaint procedure will be more 
appropriate.  

 

4.3 Informal Procedure 
 

In circumstances where it is too difficult or embarrassing for an individual to approach the 
harasser themselves, (as discussed above) or, where such an approach has been unsuccessful, 
you are encouraged to discuss the matter (on an informal basis) with a Counsellor of the 
Committee on Confidential Issues who may then make an informal and confidential approach 
to the harasser on the employee's behalf.  If the conduct continues or if the considers it is not 
appropriate to resolve the problem informally, it should be raised through the formal 
complaint procedure.  
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4.4 Formal Procedure 
 

Where an individual wishes to make a formal complaint, the following procedure should be 
followed: 

 
• The complaint should be made in writing to the Committee on Confidential Issues.  The 

complaint should be given in writing and include: 
 

- What happened, when and where? 
- Who in the workplace knows about the incident(s)? 
- Did the incident affect your work? 
- Do you know of anyone else at work who has suffered from the same kind of 

behavior? 
- Have you notified anyone else of the situation and if so, what did that person do 

about it? 
- Have you raised the subject with the employee in question? If you have, what was 

their reaction? 
- How would you like the situation resolved? 

• It is in the complainant’s interest to present his complaint promptly, as the investigation 
can only commence once it has been presented. 

• The matter will be thoroughly investigated by the Committee on Confidential Issues. 
• Normally, those investigating the matter will complete their investigation within ten 

working days of receipt of full details of the complaint from the complainant.  However the 
time it takes to investigate a matter will depend on the particular circumstances and the 
number and availability of any witnesses. 

• As far as is reasonably practicable to conduct a fair investigation, confidentiality will be 
preserved. 

• Where it is necessary to interview witnesses, the importance of confidentiality will be 
emphasised to them.  All individuals will be interviewed separately. 

• The alleged harasser will be given full details of the nature of the complaint.  Any witness 
statements will be shown to the alleged harasser.  Where appropriate, the identity of the 
witnesses may be concealed.  

• During the investigation the complainant will be given details of the alleged harasser's 
response to the allegations (if appropriate) for comment, including any witness statements 
provided by him/her. 

• At all formal discussions, both parties may be accompanied by a fellow employee of their 
choice. External representation, e.g. by an attorney, will not be permitted.  

• The alleged harasser will always be given the opportunity to respond to the allegations 
before any conclusions are reached or decisions made. 

• Those conducting the investigations will keep a complete record of all meetings, 
investigations and interviews.  A report of the outcome of the investigation will be put in 
the appropriate personnel files. 

• During any investigation, either or both of the persons involved may be suspended on full 
pay and benefits, or be temporarily redeployed, should this be deemed necessary by the 
Committee on Confidential Issues. 
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5 DISCIPLINARY ACTION 
 
Following completion of the investigation, in appropriate cases disciplinary action will be 
taken by HMC.  The penalty will depend on the particular facts and circumstances of each 
case.  In appropriate cases, HMC reserves the right to transfer the harasser or the complainant.  
This may result in a loss of status or change of responsibilities.  Serious incidents of 
harassment can constitute gross misconduct for which an employee can immediately be 
dismissed on urgent grounds. 

 

6 TRANSFER 
 

Even where a complaint is not upheld, for example where the evidence is found to be 
inconclusive, HMC reserves the right to transfer one of the employees concerned, or 
reschedule his work, rather than requiring both employees to continue to work together where 
this is against the wishes of either employee. 

 

7 HARASSMENT BY THIRD PARTIES 
 

Where a customer or supplier or other business contact harasses an employee, the employee 
should promptly raise this via the Committee on Confidential Issues. Afterwards, an 
appropriate investigation will take place and, if necessary, appropriate action will be taken by 
HMC. 


