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Synopsis:
The aim of this policy is to help prevent the occurrence of bullying and harassment in the workplace, and to provide guidance on how to resolve complaints both informally and formally should such behaviour occur.

Policy Classification and Publication
Classification
· Strongly Recommended (SR)
Publication
· Intranet – Policy portal
Empowering/related legislative and/or authoritative references:
None
[bookmark: _Hlk35843005]Impact Assessment reference: 

Periodic Policy Review / Change History
Note: Please make it clear if change/review relates to procedures, guidelines and associated documents only or it is a rational for a new or substantive policy review

	Version


	Reviewed / Modified by:

	Change History 
	Advisory committee / groups or specialists
	Review / Meeting 
Date/s


	V1  
	Bernadette Doyle 
	Reviewed with no changes made. 
	
	3.10.14 

	V1.1
	Bernadette Doyle 
	Reviewed, minor changes.  
	
	28.8.15 

	V2 
	Bernadette Doyle
	Reviewed with no changes made.  
	
	March 2017 

	V3
	Bernadette Doyle
	Migrated to new policy template
	
	

	V4
	Bernadette Doyle
	Reviewed with minor updates made
	JCG
	May 2019

	V5
	Bernadette Doyle
	Policy extended by Executive Director of HR no changes for one  year. Next review due February 2023. 
	
	Feb 2022 

	V6
	Director of HR
	Updated job titles
Introduction of language to reflect that used in Sexual Harassment Policy
Clarity of application of policy for work related events outside of normal working hours
Clarity on definitions
Specific mention of third-party harassment and victimisation
Record keeping
	JCG
FRC 
Corporation 
	
September 2025
15 October 2025
22 October 2025




Policy Statement
Derby College Group (DCG) is committed to having a working environment where everyone is treated with dignity and respect. Bullying and harassment is not to be tolerated and everyone working for or with DCG, as well as visitors and guests, are expected to behave respectfully towards others and never act in a way that could be regarded as bullying or harassment. 

The aim of this policy is to help prevent the occurrence of bullying and harassment in and out the workplace, such as business trips, at work related events or social functions and to provide guidance on how to resolve complaints both informally and formally should such behaviour occur. 
Definitions
Examples and definitions of what may be considered bullying, and harassment are provided below for guidance. For practical purposes those making a complaint usually define what they mean by bullying or harassment – something has happened to them that is unwelcome, unwarranted and causes a detrimental effect.

There are many definitions of bullying and harassment. Bullying may be characterised as offensive, intimidating, malicious or insulting behaviour, an abuse or misuse of power through means that undermine, humiliate, denigrate or injure the recipient. Power does not always mean being in a position of authority, but can include both personal strength and the power to coerce through fear or intimidation. 


[bookmark: a219729]Bullying can take the form of physical, verbal and non-verbal conduct. Bullying may include, for example:
[bookmark: a169205]
· [bookmark: a699674]physical or psychological threats;
· [bookmark: a832936]overbearing and intimidating levels of supervision; or
· inappropriate derogatory remarks about someone's performance.
[bookmark: a886836]
Legitimate, reasonable and constructive criticism of a worker's performance or behaviour, or reasonable instructions given to workers in the course of their employment, will not amount to bullying on their own.


Harassment is unwanted conduct which may be related to a relevant protected characteristic*, which has the purpose or effect of violating an individual’s dignity or creating an intimidating, hostile, degrading, humiliating or offensive environment for that individual. A single incident can amount to harassment. 
*The relevant protected characteristics are age, disability, gender reassignment, marital or civil partner status, pregnancy or maternity, race, colour, nationality, ethnic or national origin, religion or belief, sex, and sexual orientation. Sexual harassment is dealt with under our separate policy.  Harassment is unacceptable even if it does not fall within any of these categories.

In addition, the complainant need not possess the relevant characteristic themselves and can be because of their association with a person who has a protected characteristic, or because they are wrongly perceived to have one, or are treated as if they do. 

Employees can complain of behaviour that they find offensive even if it is not directed at them.
 
Examples of unacceptable behaviour are as follows: 
•	spreading malicious rumours, or insulting someone (particularly on the grounds of age,  sex, gender identity, disability, sexual orientation, race, colour, national origin, pregnancy or maternity and religion or belief) 
•	copying memos that are critical about someone to others who do not need to know 
•	ridiculing or demeaning someone – picking on them or setting them up to fail 
•	exclusion or victimisation 
•	unfair treatment 
•	overbearing or excessive supervision or other misuse of power or position 
[bookmark: _Int_7fcSkYfZ]•	unwelcome sexual advances – touching, standing too close, display of offensive materials, asking for sexual favours, making decisions on the basis of sexual advances being accepted or rejected 
•	making threats or comments about job security without foundation 
•	deliberately undermining a competent worker by overloading and constant criticism 
•	preventing individuals progressing by intentionally blocking promotion or training opportunities.

Bullying and harassment are not necessarily face to face, they may be by written communications, visual images (for example pictures of a sexual nature or embarrassing photographs of colleagues), electronic email (so called ‘flame-mail’), phone, and automatic supervision methods – such as computer recording of downtime from work or recording of telephone conversations – if these are not universally applied to all employees.

[bookmark: a734235]A person may be harassed even if they were not the intended "target". For example, a person may be harassed by racist jokes about a different ethnic group if the jokes create an offensive environment.
[bookmark: a281768]
Victimisation includes subjecting a person to a detriment because they have done, or are suspected of doing or intending to do, any of the following protected acts:
[bookmark: a883570]
Bringing proceedings under the Equality Act 2010.
[bookmark: a273580]Giving evidence or information in connection with proceedings under the Equality Act 2010.
[bookmark: a364188]Doing any other thing for the purposes of or in connection with the Equality Act 2010.
[bookmark: a450063]Alleging that a person has contravened the Equality Act 2010.


[bookmark: a439578]Victimisation may include, for example:
[bookmark: a876139]
· Denying someone an opportunity because it is suspected that they intend to make a complaint about harassment.
[bookmark: a535534]
· [bookmark: a662533]Excluding someone because they have raised a grievance about harassment.

· [bookmark: a543662]Failing to promote someone because they accompanied another staff member to a grievance meeting.

· Dismissing someone because they gave evidence on behalf of another staff member at an employment tribunal hearing.
[bookmark: a892215]
Harassment and victimisation are unlawful and will not be tolerated. They may lead to disciplinary action up to and including dismissal. 

[bookmark: a938945]Third-party harassment occurs where a person is harassed by someone who does not work for, and who is not an agent of, the same employer, but with whom they have come into contact during the course of their employment. Third-party harassment could include, for example, derogatory comments about a person's age, disability, pregnancy, colour, religion or belief, sex or sexual orientation, by a client, customer or supplier visiting the employer's premises, or where a person is visiting a client, customer or supplier's premises or other location in the course of their employment. 


Principles
All complaints raised under this procedure will be investigated bullying and/or harassment has been identified, they will be dealt with through DCG’s Disciplinary Procedures. If it becomes apparent that a claim has been made maliciously, this will be dealt with through DCG’s Disciplinary Procedures.

DCG recognises that a complaint of Bullying and Harassment is likely to be a distressing experience for all the parties involved and will make available support and guidance throughout the process through the HR team and through DCG’s employee assistance programme.

Employees who make complaints or who participate in good faith in any investigation must not suffer any form of retaliation or victimisation as a result. Anyone found to have retaliated against or victimised someone in this way will be subject to disciplinary action under DCG’s Disciplinary Procedures.

There may be occasions where DCG decides to act on a complaint independently, for example, where the employee does not wish to proceed with their complaint DCG may decide to investigate any allegation made- DCG will advise the individual if this happens. DCG may also need to act (e.g. through a college-led investigation) when no formal complaint has been made but where it appears that there has been bullying / harassment behaviour.

Confidentiality is an important part of this policy. Details of the investigation and the names of the person making the complaint, and the person accused must only be disclosed on a “need to know” basis. Breach of confidentiality from any party may give rise to disciplinary action under DCG’s Disciplinary Procedures. We will consider whether any steps are necessary to manage any ongoing relationship between you and the person accused during the investigation.

Scope and Limitations
DCG will ensure that this policy is widely publicised and available to all employees, students, contractors and visitors to our sites.

This policy applies to all students, employees and workers of DCG (which may include consultants, contractors, apprentices, volunteers, interns, casual workers and agency workers), and any third-party organisations or representatives visiting DCG, such as customers, suppliers or visitors. Any employee experiencing bullying or harassment has the right to bring this to the attention of their line manager or Human Resources under this procedure.  We have a separate policy dealing with sexual harassment.

All employees, students and people visiting DCG have a duty of care towards one another and are accountable and responsible for their actions. Bullying and harassment is not acceptable under any circumstances.

This policy does not form part of any employee’s contract of employment or other contract for services and we may amend it at any time.



4.1	Training

Training will be provided, as appropriate, to employees as part of DCG’s on-going training and professional development procedures. Specific training will also be provided for Line Managers to ensure they gain the skills and awareness necessary to operate DCG’s policy.

5.	Third Party Bullying and Harassment 
Where an employee is subjected to bullying and/or harassment from a third party (i.e. a person that is not employed by DCG but has interaction with it, such as a  student, customer, supplier, agency worker, volunteer, intern or contractor), they should inform their line manager immediately so that it can be dealt with accordingly. Protection and support for those involved staff who make complaints, report that they have witnessed wrongdoing, or who participate in good faith in any investigation must not suffer any form of retaliation or victimisation as a result. Anyone found to have retaliated against or victimised someone in this way will be subject to disciplinary action under our Disciplinary Procedure.
Responsibilities
Employees - All employees and workers are required to respect others regardless of their characteristics and must not behave in ways which may cause offence, or which in any way could be considered to be harassment or bullying. Employees have a responsibility to help ensure everyone they work with are treated with dignity and respect. Employees should alert a manager to any incident of harassment or bullying to enable DCG to deal with the matter. 

Managers - are responsible for communication and adherence to this policy. This includes:

· Ensuring all employees act professionally in accordance with DCG’s Code of Conduct and Code of Ethics. 
· Ensuring that any complaint raised by an employee is dealt with effectively and efficiently, with the assistance of Human Resources where required 
· Managers have an obligation to tackle harassment and bullying in the workplace.
· Human Resources – will provide advice, guidance and support to all parties to any complaint received and will oversee the procedure for its resolution.
Implementation Arrangements
This policy has been Impact Assessed and will be implemented by managers in conjunction with Human Resources.
Monitoring and Review
This policy will be reviewed regular basis in accordance with legislative developments and the need for good practice within DCG.

[bookmark: _Toc256000005][bookmark: a133758]Record-keeping
[bookmark: a660307]Information about a complaint by or about an employee may be placed on the employee's personnel file, along with a record of the outcome and of any notes or other documents compiled during the process. [These will be processed in accordance with our [Data Protection Policy].]

Guidelines
There are no specific guidelines in relation to this policy.
Procedures
The procedure relating to this policy are detailed at the end of this document.
Templates / Forms
Grievance Form
Related Documents
Employee Code of Conduct Policy
Sexual Harassment Policy & Procedure


PROCEDURE

Aim of the Procedure
 
The aim of this procedure is to deal with any complaints of bullying and harassment which need to be handled in a sensitive manner. The procedure, therefore, seeks to ensure minimal distress for all the parties concerned, timely resolution of complaints and a degree of flexibility appropriate to each individual case. The need for confidentiality will remain paramount throughout the process, and information will only be disclosed to those people who are required to know.

Advice and Support

If at any time an employee considers they are being subjected to bullying or harassment, they can seek advice, support and counselling in from Human Resources.

Support and guidance throughout this procedure can be sought through Human Resources for the individual who has raised a complaint; for the individual accused of bullying and/or harassment; for any individual cited as a witness in the complaint; or for any individual who has witnessed bullying or harassment.

[bookmark: _Hlk10126873]If two or more employees have an identical complaint, they can use this procedure to raise a collective complaint. Where a collective complaint is raised, the employees can either use their trade union representatives to raise the complaint or nominate one person to act on their behalf. Employees using this procedure collectively cannot then raise an individual complaint on the same issue.

For any complaints of bullying or harassment the following steps should be followed:

Stage 1:  Informal Resolution

What is perceived as bullying and harassment can vary from individual to individual so as soon after the incident as possible, the employee should make it clear to the perpetrator that the incident is not welcomed and should stop.  In circumstances where it is too difficult or embarrassing for the employee to speak to the individual concerned, they should approach their line manager for support.

Stage 2:  Formal Complaint

If the bullying and harassment continues in any form, the matter should be raised formally by the employee with Human Resources using DCG’s Grievance Procedure.

All complaints of bullying and harassment made through the Grievance Procedure will be treated seriously and investigated thoroughly and in a timely and confidential manner. Investigations will pay due respect to the rights of both the employee and the alleged perpetrator. If it becomes apparent upon investigation that a claim has been made maliciously, this will be dealt with accordingly under DCG’s Disciplinary procedure.

The employee making the complaint will be protected from intimidation, victimisation or discrimination for filing a grievance.

The Grievance Officer (the person hearing and deciding upon the grievance) at the Grievance Hearing will consider the facts and decide:
•	no action is required i.e. that the allegation has not been substantiated; or
•	to initiate DCG’s agreed Disciplinary Procedure; or
•	to recommend other appropriate action which could include any of the following or a combination (this is a non-exhaustive list):
o	redeployment of one or both parties either on a temporary or permanent basis. Should this occur then the redeployment will not be on any less favourable terms and conditions of employment unless action is taken within the Disciplinary Procedure
o	arrangements to monitor the situation
o	required attendance on appropriate training course or mediation
o	arrangements for both parties to work as separately as possible within the same area 

Serious Offences 

[bookmark: _Int_UA164mY7]In cases of alleged assault or alleged behaviour that is considered to be a criminal offence, Human Resources, on behalf of DCG, may contact the police if the complainant so wishes, as well as the Designated Safeguarding Lead.

Possible Suspension or Redeployment

[bookmark: _Int_sYD2O3wk]During the conduct of the grievance procedure, in order to relieve the stress and pressure on one or both parties, minimise the risk of further incidents and prevent victimisation, it may be necessary to place either party on temporary suspension or relocate either party. Temporary redeployment of either party may also be considered.
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