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Harassment and Bullying at Work A1/H1 

PURPOSE 

Hyndland After School Club recognises that harassment and bullying can take many forms and where 
these occur, can create an intimidating, hostile and humiliating environment both for victims and in staff 
teams.  
 
This can affect the health, confidence, morale and performance of employees. 
Consequently, in its effort to create an environment, which promotes equal opportunities, health, safety 
and welfare, the Club will not tolerate harassment or bullying of any nature amongst its staff. 
 
It is recognised that where harassment or bullying occurs, it devalues the dignity and respect of 
individuals.  Harassment can constitute discrimination under specific legislation and therefore may be 
unlawful e.g. Sex Discrimination Act 1975, Race Relations Act 1976, Disability Discrimination Act 1995, 
and the relevant Health and Safety obligations. 
 
In this policy, where the term “harassment” is used, it should be noted that it covers both 
“harassment” and “bullying”. 
 

1. Policy Statement  
1. The Club is working to create an environment, which promotes equal opportunities, seeks the 

health and welfare of all its staff and service users and acknowledges dignity and respect for 
each individual. 

2. To achieve this, the Club will seek to eliminate harassment in all its forms and undertake all 
necessary measures to challenge and prevent it.  Hyndland After School Club seeks to promote a 
culture of openness and accountability by all its employees. 

3. The Club seeks to encourage employees to come forward, confident that if a complaint of 
harassment is brought to the attention of the organisation, this will be treated seriously and in 
confidence with prompt corrective action being taken.  Harassment and bullying behaviours will 
not be tolerated and where these have been demonstrated, disciplinary procedures against the 
harasser will be instigated. 

4. The Club recognises the need to protect the rights of all its employees.  Any employee bringing a 
complaint of harassment will be given guidance, support and protection from victimisation, in 
addition access to counselling, if required. 

 
2. Definition 
1. For the purpose of this policy, harassment will be broadly defined as any conduct, which is 

unwanted, unreasonable, unnecessary and offensive to the recipient.  Such conduct may be 
related to sex, race, disability, age, sexual orientation, or any other personal characteristic, 
which causes feelings of fear, upset, embarrassment, humiliation, disadvantage or offence on 
the part of the recipient.  Harassment does not depend on the intention of the harasser but on 
the impact of the behaviour of the recipient.  

2. Reasonable critical comments or instructions relating to work performance by line managers 
would not be considered harassment. 
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3. Harassment and bullying may take a variety of forms.  Whatever the form, it will be unwanted 
behaviour, which is unwelcome and/or unacceptable.  The following examples of harassment or 
bulling behaviour are not exhaustive, but such behaviour may include:  

• Physical – including unnecessary touching, gesture, exclusion, coercion, intrusion, pestering, 
stalking or assault. 

• Verbal – including any remarks perceived as being unacceptable and unwelcome by the 
recipient, suggestions and propositions, malicious gossip, use of unnecessary language i.e. swear 
words, slander, jokes and banter (based on sex, race or any other personal characteristics). 

• Non-verbal – including isolation, non co-operation, offensive literature, posters, pictures, 
emblems, text messages or e-mails. 

• Differential treatment – imposing unrealistic targets/excessive workloads, deliberately 
withholding work related information or supplying incorrect information, unfair or excessive 
criticism, sabotaging a person’s work or deliberately obstructing work in progress. 

 
4. Bullying can be defined as intentional intimidation, insulting, belittling, or humiliating behaviour.  

It can take place over a prolonged period of time or be a single incident.  Bullying can be verbal, 
physical, or covert. It can take a subtle approach as well as a more obvious appearance. Bullying 
can come from an individual or a group of people and may be directed towards an individual or 
a group of people. 

  
5. Harassment or bullying, regardless as to whether it is intentional or not, is an act which an 

employee may find offensive and which might threaten their job security or create an 
intimidating working environment.   

 
6. The following are examples of harassment; however, the list is not exhaustive: 

Sexual Harassment – occurs when a person experiences harassment because of their gender, 
sexual orientation, and personal beliefs/ lifestyle. 

• Suggestive remarks; jokes, comments which are of a personal nature. 

• Unwanted physical contact. 

• Unwelcome advances or undignified behaviour. 

• Intrusion e.g. pestering. 

• A perceived reduction in a person’s value because of their gender. 
 

Harassment on the grounds of sexual orientation occurs when a person perceives that they are 
experiencing the above conduct on the grounds of their personal beliefs/lifestyle in relation to sexual 
orientation.  

Racial Harassment – occurs when a person experiences harassment because of his/her colour, 
race, nationality, ethnic background/ culture or religion. 

• The use of unwelcome remarks 

• Comments made based on a person’s race 

• Perceived unacceptable behaviour in relation to a person’s race etc. 
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Disability Harassment – occurs when a person experiences harassment because of their ability  
to work. 

 
3. Rights & Responsibilities  
1. All Hyndland After School Club employees have the following rights: 

• To be treated with respect and dignity at work by all colleagues and managers. 

• To expect that the Club will investigate and pursue complaints of harassment, where 
these occur. 

2. In order to make this policy effective, all the Club employees must undertake: 

• Responsibility for the appropriate standards of their behaviour and performance. 

• Awareness of their own role in preventing situations, which cause offence to their 
colleagues. 

• Responsibility to co-operate with any investigation into alleged harassment. 

• The right to have their wishes respected if they pursue informal or formal procedures in 
dealing with harassment complaints.  

 

Harassment and Bullying at Work Procedure A1/H 

Should be followed if: 

1. The staff member, who feels s/he is the victim, regards the matter as serious or persistent and 
wishes to take it further. 

2. The complaint cannot be resolved informally, directly through the line manager. 
 

This procedure is to be used for complaints of harassment because of sex, sexuality, race, ethnic origin, 
religion, disability or general bullying. 

At each stage, a colleague, trade union representative or friend can represent the complainant and the 
alleged harasser. 

This procedure is not a disciplinary process.  It is an investigation into the facts and hearing of both sides, 
to establish whether harassment has occurred.  If this investigation finds that, on the balance of 
probabilities, there was harassment or bullying then, it may be decided that this should be dealt with 
under the Disciplinary Procedure. 

At any stage of the procedure, it may be appropriate to separate the parties involved because it would be 
very difficult or uncomfortable for them to work closely together until the matter has been investigated 
and resolved. This may involve asking them not to attend work, except to assist in the investigation.  This 
may help relieve the pressure and stress for either one or both parties and assist the investigation process. 

Formal Investigation 

The complainant must put the allegations, in writing, to her/his line manager.  If the complainant has 
difficulty this can be discussed with one of those listed in the informal investigation stage, whom may help 
put the complaint in writing.  It is almost always difficult for the victim of harassment to deal with it and 
s/he is likely to need help and support at this stage. 

If the line manager is the alleged harasser, then the complaint should be put to the manager immediately 
above that person. 

The investigating manager will inform the person against whom the allegations have been made along 
with the details of these allegations. 
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The investigating manager will then carry out an investigation into the alleged allegations. 

In investigating at this stage, the manager will interview both the complainant and the alleged harasser, 
in addition to any witnesses to the alleged harassment. 

Both parties must be given at least three days’ notice of the interview.  

Either party may be accompanied by a colleague, friend or trade union representative and may present 
witnesses who may be questioned by the investigating manager.  Both parties must give advanced notice 
to the investigating manager of any witnesses they intend to present. 

The investigating manager may call any other person(s) for interview who may be able to assist the 
investigation, in addition to any documentation, which may help. 

The investigating manager may re-call anyone for interview in order to clarify any point. 

The investigating manager should reply within five working days, stating the finding and give appropriate 
explanation.  This timescale may be extended by mutual consent, where it is clear it cannot be completed 
in that time and a short extension is likely to resolve the matter. 

In some cases, the fact that the investigating manager has discussed the complaint with the alleged 
harasser may be enough to stop the harassment or bullying.  This may be sufficient for the staff member 
who has suffered it. 

The reply from the manager investigating the complaint must set out what steps have been taken on the 
complaint and what is the conclusion.  The conclusion will be one of the following 

1. It is agreed that there was bullying or harassment and recommendation has been made that this 
should be dealt with in accordance with the Disciplinary Procedure.  

2. It is agreed that there was bullying or harassment.  In view of the nature of it that the person 
responsible has been spoken to and has undertaken not to repeat this, no further action is 
proposed un less the harassment or bullying takes place again, then the investigation process will 
be initiated again with a view to disciplinary proceedings taking place. 

3. No case of bullying or harassment was found. 
 

Findings 

On completing the enquiry, the investigating manager will produce a report indicating their findings to 
the manager or board of directors. 
 
The manager or board will consider the report and decide what further action should be taken. 
Both the complainant and alleged harasser will receive the written decision of the manager or board of 
directors, with a copy of the enquiry report no later than seven working days after the report has been 
submitted. 
 
If it is decided that disciplinary action should be taken, the manager will arrange and conduct the 
disciplinary hearing under normal discipline Procedure. 
Thereafter, managers should check that the harassment or bullying has stopped and that there is no 
victimisation of the person who made the initial complaint. 
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Harassment and Bullying at Work Procedure 

 
1.  An employee feels they have been harassed, bullied or victimised 
 
2.  Raise the matter informally with immediate line manager* 
 
3.  If not satisfied or problem continues 
 
4.  Start Formal Procedure 
 
5.  Put complaint in writing to designated manager (or see * above) 
 
6.  Investigating managers interview and investigate 
 
7.  Manager reports to Board of Directors 
 
8.   Manager and or Board Representatives decide if further action is required and notifies complainant 
 
9.  Either no further action Or Disciplinary Procedure starts 
 
*If the complaint is against the immediate line manager, then the manager/Board member above them 
should be notified 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

This policy was approved by:   Hyndland After School Club          Date: February 2011 

This Policy will be reviewed annually.  

Last reviewed on: July 2019 

Review due: July 2020 
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