
 
 
Harassment and Bullying Policy and Procedure 

1. Scope and Purpose 
 
1.1 The College is committed to ensuring that all students, staff and any other parties on 
the College premises are provided with an environment in which everyone is treated with 
dignity and respect regardless of their age, disability, gender reassignment, marriage 
and civil partnership, pregnancy and maternity, race, religion and belief, sex and sexual 
orientation.  As an employer, it is a legal as well as moral obligation to ensure that the 
working and learning environment is free from bullying and harassment and the College 
will not tolerate these behaviours by one member of the College community against 
another. 
 
1.2 We seek to challenge and prevent any discrimination, harassment or bullying of any 
kind. Any inappropriate behaviour, that may cause offence, whether intentional or not, 
will be treated seriously and discouraged and therefore staff and students should feel 
confident that any reported incidences of harassment and bullying will be dealt with 
promptly, fairly and effectively.  The College wishes to encourage everyone to behave 
appropriately at all times in accordance with the College Values and staff and student 
Codes of Conduct. 
 
1.3 The policy aims to develop and encourage a culture in which harassment and 
bullying are known to be unacceptable and where individuals have the confidence to 
complain without fear of reprisals.  Bullying can prevent effective performance and 
creativity, instead causing increased illness, absenteeism and under achievement. 
 
1.4 Any act of harassment or bullying may be grounds for disciplinary proceedings 
and/or investigation by the College. Everyone at the College has a duty to promote a 
culture free from unacceptable behaviour which includes the prevention of bullying and 
harassment.  The College has a duty to react to any allegations promptly, fairly, 
effectively and in the strictest confidence. 
 

2. What is Harassment? 
 
2.1 Harassment is defined as any conduct which is unwanted by the recipient, or any 
conduct which affects the dignity of any individual, or group of individuals in the 
workplace.  Harassment may be repetitive, or an isolated occurrence against one or 
more individuals. 
 
2.2 The College values diversity and will not tolerate any form of harassment or bullying.  
As such this policy should be read in conjunction with the College’s Equality and 
Diversity Policy. 
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2.3 Harassment takes many forms and includes behaviour related to age, disability, 
gender reassignment, marriage and civil partnership, pregnancy and maternity, race, 
religion and belief, sex and sexual orientation.  
 
Harassment could be: 
 

• Physical - unwanted contact (e.g. unnecessary touching), assault or gestures, 
intimidation, aggressive behaviour. 

 
• Verbal - unwelcome remarks, suggestions and propositions, malicious gossip, 

jokes and banter. 
 

• Non-verbal - offensive literature or pictures, graffiti and computer imagery, 
isolation or non co-operation and exclusion from social activities. 

 
Sexual harassment also includes unwanted and unwelcome sexual behaviour, examples 
of which are: 
 

• Suggestive looks, leering and remarks 
• Suggestive behaviour and offensive flirtations 
• Unwanted physical contact 
• Unwanted sexual advances 
• Unwanted demands for sex 
• Stalking 
• Inappropriate sexual and/or homophobic remarks, innuendos, lewd comments, 

jokes 
• Threats of disclosing sexuality 
• Compromising invitations 
• Repeated and unwelcome invitations for dates 
• Offers of favoured treatment in return for sex or threats of disadvantage if 

refused 
• Offensive or degrading display or electronic transmission of pornographic, 

suggestive or homophobic material. 
 
 

2.4 Bullying is a particular form of personal harassment.  It is persistent, threatening, 
offensive, abusive, intimidating or insulting behaviour that may be an abuse of power, 
position or knowledge.  It may be the use of unfair sanctions.  It can happen in public or 
private and may arise from the combination of the personal style of the bully and a lack 
of assertiveness and self-confidence in the person or persons being bullied. What is 
important is that the conduct makes the recipient(s) feel upset, humiliated, vulnerable, 
or undermines their self-confidence.  It may also cause them to suffer stress. 
 
Some examples of bullying are: 
 

• Overbearing supervision, shouting, verbal, written and electronically transmitted 
abuse 

• Abuse of power or behaviour that causes fear or distress 
• The deliberate undermining of an individual through unfair work allocation and/or 

constant criticism 
• Making unfounded or inappropriate threats about job or course security  
• Public ridicule, sarcasm or humiliation 
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2.5 Cyber bullying is a form of harassment through using technology.  This can involve 
sending inappropriate or hurtful text messages, emails, instant messages or posting 
malicious material on line (e.g. social networking sites) or sending or posting offensive 
or degrading videos. 
2.6 Harassment is unlawful in many cases and individuals may be legally held liable for 
their actions. 
 
 
3. Procedure 
 
3.1 Due to the seriousness with which the College views harassment and bullying, 
informal and formal reporting procedures have been introduced which are separate from 
the grievance and complaints procedures as a mechanism for dealing with complaints of 
harassment and bullying 
. 
3.2 All allegations of harassment and bullying will be dealt with seriously, promptly and 
in confidence. Students, staff and visitors who feel they have been subject to 
harassment must not hesitate in using this procedure nor fear victimisation. 
 
3.3 Tutors, Line Managers and members of the College Executive Team, will provide, in 
confidence, advice and assistance to students, staff and visitors subjected to harassment 
and assist in the resolution of any problems, whether through informal or formal means. 
 
 
4. Informal Procedure 
 
4.1 If an incident happens which you think may be harassment or bullying and you do 
not wish it to happen again, you may prefer initially to attempt to resolve the problem 
informally. In some cases it may be possible and sufficient to explain clearly to the 
person engaging in the unwanted conduct that the behaviour in question is not welcome, 
that it offends you or makes you uncomfortable and that it interferes with your work. 
You should make it clear that you want the behaviour to stop. 
 
4.2 In circumstances where this is too difficult or embarrassing to do on your own, you 
should seek support from a colleague, tutor, line manager or member of the College 
Executive Team. 
 
4.3 If you are in doubt as to whether an incident or series of incidents which have 
occurred constitute harassment, then in the first instance you should approach a tutor, 
line manager or member of the College Executive Team on an informal basis. He or she 
will be able to advise you as to whether the complaint necessitates further action, in 
which case the matter will be dealt with informally or formally as appropriate. 
4.4 If the conduct continues or if it is not appropriate to resolve the problem informally, 
it should be raised through the following formal process. 
 
5. Formal Procedure 
 
5.1 Where informal methods fail, or serious harassment or bullying occurs, you are 
advised to complain formally to the College Executive Team. 
 
5.2 Consideration will be given to the immediate separation of the complainant and the 
alleged harasser. In serious cases the alleged harasser may be suspended. 
 
5.3 You will be interviewed by a member of the College Executive Team handling the 
complaint to establish full details of what happened. He or she will then carry out a 
thorough, impartial and objective investigation as quickly as possible. Those carrying out 
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the investigation will not be connected with the allegation in any way. An investigation 
will be carried out quickly, sensitively and with due respect for the rights of the 
complainant and the alleged harasser. 
 
5.4 The investigation will involve interviews with the person against whom you are 
making the complaint. The alleged harasser will be given full details of the nature of the 
complaint and will be given the opportunity to respond. 
 
5.5 You and the alleged harasser will have the right to be accompanied and/or 
represented by a fellow student, colleague or union representative at any interviews. You 
will not be asked to provide details of the allegations repeatedly unless this is essential 
for the investigation. 
 
5.6 Strict confidentiality will be maintained throughout the investigation into the 
allegation. Where it is necessary to interview witnesses the importance of confidentiality 
will be emphasised to them. 
 
5.7 When the investigation has been completed you will be informed whether or not your 
allegation is considered to be well founded. 
 
5.8 If the allegation is well founded disciplinary action may be taken against the person 
alleged to have committed the behaviour you are complaining about and, depending on 
the circumstances and the seriousness of the complaint, may result in the dismissal of 
that person or the exclusion of that student.  This will be in accordance with the 
College’s disciplinary policies for staff and students. 
 
5.9 If the allegation is not well founded, consideration will be given to whether it is 
necessary to transfer or reschedule the work of both or either party, in cases where it 
would not be appropriate for you to continue to work in close proximity. 
 
5.10 The College takes these matters very seriously. However, malicious complaints of 
harassment can have a serious and detrimental effect upon a colleague or student. Any 
unwanted allegation of harassment, made in bad faith, will be deemed potential gross 
misconduct.  All employees and students must appreciate that this must be so to protect 
the integrity of this policy. 
 
 
6. Appeals 
 
6.1 Either party involved may appeal in writing to the Principal within five working days 
of receiving the formal decision. The Principal will then convene a panel of three Senior 
Managers (to include himself), to act as a panel to hear the appeal. 
 
6.2 The meeting of the panel will take place as soon as reasonably practicable following 
receipt of the notice of appeal. All parties involved will be allowed to attend and make 
representations at the meeting. By agreement of all parties there may be a change in 
the time limits. Refusal of either party to attend should not invalidate the proceedings. 
6.3 The panel, in seeking to resolve the appeal, may adjourn the meeting or defer their 
decision until they are satisfied they have had the opportunity to take account of all 
relevant factors. The decision of the panel and the reasons for that decision will be 
communicated to all parties and confirmed in writing within five working days. The 
decision reached at this hearing will be final. 
 
Equality & Diversity 
 
As with all College policies and procedures, due care has been taken to ensure that this 
policy is appropriate to all members of staff regardless of their age, disability, gender 
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reassignment, marriage and civil partnership, pregnancy and maternity, race, religion 
and belief, sex and sexual orientation. 
  
The policy will be applied fairly and consistently whilst upholding the College’s 
commitment to providing equality to all. 
 
If any employee feels that this or any other policy does not meet this aim, please contact 
the HR Department 
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