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[bookmark: _Toc221020785][bookmark: _Toc241060530]Bullying and Harassment Policy
1. [bookmark: _Toc241060531]Statement 
1.1   [Insert your organisation's name] is committed to having a workplace which is free from harassment and bullying and to ensure that all employees, contractors, volunteers and others who come into contact with the organisation are treated with dignity and respect regardless of sex, sexual orientation, gender identity, marital or family status, colour, race, nationality, ethnic or national origins, creed, culture, religion or belief, age, or disability. 
1.2  [Insert your organisation's name] strives to ensure that the work environment is free of harassment and bullying and that everyone is treated with dignity and respect is central to providing equal opportunities in employment. 
2. [bookmark: _Toc241060532]Purpose
2.1 The purpose of this policy is to ensure that [Insert your organisation's name] provides a safe, respectful and inclusive working environment, free from bullying and harassment. 
2.2 It exists to prevent unacceptable behaviour that can affect the dignity, wellbeing and performance of employees, volunteers, trustees and others who work with or represent the organisation.
2.3 This policy sets out [Insert your organisation's name]’s commitment to promoting a culture of respect and professionalism, outlines the standards of behaviour expected from everyone, and provides a clear process for raising and addressing concerns. 
2.4 It supports [Insert your organisation's name]’s wider commitment to equality, diversity and inclusion by ensuring that all individuals are treated fairly and with dignity at all times.
3. [bookmark: _Toc241060533]Scope 
3.1 This policy applies to all employees, volunteers and trustees. It also applies to temporary workers, consultants, contractors, agents and subsidiaries acting for or on behalf of the Organisation.
3.2 Every employee is responsible for maintaining the highest standards of business conduct. Any breach of this Policy is likely to constitute a serious disciplinary matter and could result in dismissal on the grounds of gross misconduct. It could also result in additional civil action or even criminal proceedings.
4. [bookmark: _Toc241060534]Related Documents
4.1 This policy should be read alongside the following [Insert your organisation's name] policies and relevant legislation:
Internal Policies and Procedures:	Comment by Helen Roger: Please refer to the appropriate policy for your organisation
· Code of Conduct
· Disciplinary Policy and Procedure
· Equal Opportunities Policy
· Grievance Policy and Procedure
· Health and Safety Policy
· I.T and Communications Policy
· Trans and Non-Binary Policy
· Whistleblowing Policy
Relevant Legislation and Guidance:
· Employment Rights Act 1996
· Equality Act 2010
· Equality and Human Rights Commission (EHRC) Technical Guidance on Sexual Harassment and Harassment at Work
· Health and Safety at Work etc. Act 1974
· Human Rights Act 1998
· Worker Protection (Amendment of Equality Act 2010) Act 2023 
5. [bookmark: _Toc241060535]Principles 
5.1 All employees have the right to work in an environment free of intimidation.
5.2 The following procedure informs employees of unacceptable behaviour and provides employees who are the victims of harassment with a means of redress. 
5.3 Accountability for the policy is the duty of the [Chair of the Board of Trustees, director or equivalent], although all employees have a personal responsibility to comply and ensure compliance with this policy.
5.4 Any employee found harassing a colleague will be disciplined in accordance with the disciplinary procedure. Harassment can amount to gross misconduct and could lead to summary dismissal (i.e., dismissal without notice).
5.5 [Insert your organisation's name] takes its obligations to provide all employees with a working environment free of bullying and harassment of any kind very seriously. 
5.6 Whilst the policies in place have been designed to enable [Insert your organisation's name] to achieve an environment free of intimidation, the Organisation are unable to address any form of harassment or bullying that arises if the victim (or anyone else aware that such behaviour is taking place) does not bring such behaviour to their attention. Therefore, every employee is expected to take on some responsibility to assist the Organisation in maintaining a working environment free of bullying or harassment. This is why every employee, whether victim or not, is encouraged to report harassment or bullying as soon as it has occurred.
5.7 [Insert your organisation's name] will not tolerate sexual harassment at any level from staff or third parties. We will endeavour to take reasonable steps to prevent sexual harassment from taking place as far as is reasonably practical.
5.8 Sexual Harassment complaints can be raised through the grievance procedure or by raising the complaint informally with your manager or a member of management team.	Comment by Helen Roger: Please refer to the appropriate policy for your organisation
5.9 If any allegations of sexual harassment are upheld after an investigation has been carried out, employees will be subject to disciplinary action.
5.10 Third parties will be notified of [Insert your organisation's name]’s zero-tolerance stance on harassment against its staff, before they enter a workplace or interact with any of the staff. This may be via signs, notices, email or links to relevant policies.
5.11 If you decide to make a formal complaint of harassment or bullying or take part in an investigation into any allegation of harassment or bullying, [Insert your organisation's name] will seek to ensure that you are protected from intimidation, victimisation or discrimination.
5.12 Any retaliation taken against an employee for making a complaint under this procedure or for assisting in an investigation under the procedure will be treated as a serious disciplinary offence.
5.13 Detailed information on the various forms of bullying and harassment, including examples, can be found in Appendix A.
6. [bookmark: _Toc241060536]Reporting Concerns - Informal Procedure  
6.1 You are encouraged to resolve a situation of bullying or harassment informally by speaking directly, politely, and unambiguously to the person concerned. However, if this is inappropriate or if you feel uncomfortable doing this, you can speak informally to your line manager in the first instance, or alternatively the [CEO, director, senior manager, or equivalent].
6.2 If the issue cannot be resolved through these informal channels, you should raise a formal complaint following the procedure outlined in the Grievance Policy.	Comment by Helen Roger: Please refer to the appropriate policy for your organisation
6.3 Every employee, whether a victim or not, is encouraged to report harassment or bullying.
6.4 Breaches of the Bullying and Harassment Policy may result in formal disciplinary action in line with the Disciplinary Policy and Procedure. 	Comment by Helen Roger: Please refer to the appropriate policy for your organisation
6.5 If, after investigation, a complaint is upheld, appropriate action will be taken, which may range from training or management action to disciplinary sanctions, including dismissal in cases of serious misconduct. 
6.6 If a complaint is not upheld, no action will be taken against the employee who raised it, provided it was made in good faith. However, where a complaint is found to have been made maliciously or in bad faith, this will be treated as a disciplinary matter and handled in accordance with the Disciplinary Procedure.	Comment by Helen Roger: Please refer to the appropriate policy for your organisation
7. [bookmark: _heading=h.2fmcx788f0qx][bookmark: _Toc241060537]Protection Against Victimisation
7.1 It is a disciplinary offence (for which an employee may be dismissed summarily) to victimise or retaliate against an individual who has, in good faith, made, supported or assisted in the making of a complaint of harassment. 
7.2 There will be no victimisation of any employee for making, supporting or helping a harassment complaint, even if the complaint is not upheld, provided the action was taken in good faith. However, making a complaint that you know to be untrue may lead to disciplinary action being taken against you.
8. [bookmark: _heading=h.u28ymvizdfui][bookmark: _Toc241060538]Training, Communication and Awareness
8.1 [Insert your organisation's name] recognises that a written policy is not sufficient to eliminate harassment and bullying. Communication, training and awareness sessions are important to ensure that all employees: 
· Understand our commitment to prevent harassment and bullying 
· Understand their responsibilities and role in the process 
· Know how to seek advice and guidance 
· Know how to make complaints and are confident they will be handled effectively. 

8.2 [Insert your organisation's name]  is committed to communicating the policy effectively through: 
· Appropriate training for staff at all levels on [Insert name of the training platform used, ex. BreatheHR]
· Notices on staff notice boards 
· A section in the staff handbook

8.3 [Insert your organisation's name] will also ensure:
· Regular reviews and risk assessments of workplace culture and behaviours are carried out to identify and mitigate risks of sexual harassment.
· Include a “reasonable steps” guidance in all line manager and leadership training.
· Reference the EHRC's technical guidance on preventing sexual harassment, and ensuring this is used as a practical framework.

9. [bookmark: _Toc241060539]Monitoring, Review and Reporting
9.1 [Insert your organisation's name] will monitor and review this policy on an 18 month cycle, or sooner if required by changes in legislation or learning incidents that require earlier updates. 
9.2 Records of complaints and concerns will be stored in [Insert the name of the platform data will be stored in] and in line with Data Protection legislation and reviewed anonymously to identify trends and ensure the policy remains effective. 
9.3 An anonymised summary will be reported to the [Board of Trustees, directors or equivalent] each year and findings from this monitoring will be used to strengthen prevention, improve training and support a safe and respectful working environment.
9.4 This policy does not form part of any employee's employment contract and may be amended at any time. The relevant staff member will notify you of any changes to this policy, and the most up-to-date version will be made available.  


[bookmark: _Toc241060540]Appendix A: Definitions
Discrimination
Direct discrimination means treating a person less favourably than others on the grounds of race, colour, nationality, ethnic or national origin, disability, marital or parental status, age, religion or belief, sexual orientation, sex, proposed or actual gender reassignment, economic group, employment status, politics, staff association or trade union membership or any other condition or personal characteristic.  
Indirect discrimination occurs when an unjustified condition or requirement is applied to all but has a disproportionate effect on a minority group or person.  Harassment or bullying may constitute direct discrimination and be unlawful.
Harassment
Harassment can be defined as unwanted conduct affecting the dignity of people in the workplace. It may be related to one of the nine protected characteristics under the Equality Act 2010: age, race, sex, disability, religion or belief, gender reassignment, marriage or civil partnership, pregnancy and maternity, religion or belief or any personal characteristic of the individual.
It may be persistent behaviour over a period of time or can result from a one-off incident. The key is that the actions or comments are viewed as demeaning and unacceptable to the recipient.
Examples of Harassment may include the following (this list is not exhaustive):
· "banter", jokes, taunts or insults that are sexist, racist, ageist, transphobic, homophobic or derogatory against any other protected characteristic;
· unwanted physical behaviour, for example, pushing or grabbing;
· excluding someone from a conversation or a social event or marginalising them from the group;
· derogatory comments about pregnancy, maternity leave or IVF treatment;
· mimicking or making fun of someone's disability;
· derogatory or offensive comments about religion;
· unwelcome comments about someone's appearance or the way they dress that is related to a protected characteristic;

Third-Party Harassment
It is unlawful to allow an employee to be harassed by a third party (e.g., client, customer) on the grounds of a Protected Characteristic.
[Insert your organisation's name] will be liable for such harassment if:
· We are aware that the employee has been harassed in the course of their employment on at least two other occasions by a third party and 
· We have not taken reasonable steps to prevent it from happening to that person again. (It does not matter whether the third party is the same or a different person on each occasion.)

Whilst [Insert your organisation's name] takes all reasonable steps to prevent third-party harassment and deplores any such conduct, all employees are encouraged to bring any unwanted conduct of a third party to the attention of [Insert your organisation's name] immediately so that we can take all appropriate and reasonable steps to protect all employees from such behaviour reoccurring.

Sexual Harassment
Sexual harassment is defined as:
· unwanted conduct of a sexual nature that has the purpose and effect of violating another’s dignity or creating an intimidating, hostile, degrading, humiliating or offensive environment for another.
· unwanted conduct of a sexual nature or conduct related to gender reassignment or sex that has the purpose or effect of violating another’s dignity or creating an intimidating, hostile, degrading, humiliating or offensive environment because of the victim’s rejection or submission to that conduct, the harasser treats the victim less favourably than they would have treated that person had they not rejected or submitted to the conduct.
Examples of sexual harassment may include (this list is not exhaustive):
· physical conduct of a sexual nature, unwelcome physical contact or intimidation;
· persistent suggestions to meet up socially after a person has made clear that they do not welcome such suggestions;
· showing or sending offensive or pornographic material by any means (e.g. by text, video clip, email or by posting on the internet or social media);
· unwelcome sexual advances, propositions, suggestive remarks, or gender-related insults;
· offensive comments about appearance or dress, innuendo or lewd comments;
· leering, whistling or making sexually suggestive gestures; and
· gossip and speculation about someone's sexual orientation or transgender status, including spreading malicious rumours. 

Bullying
Bullying may be characterised as offensive, intimidating, malicious or insulting behaviour or any abuse of power through means intended to threaten, humiliate, denigrate or injure the recipient, which undermines their self-confidence and may cause them to suffer stress.
Examples of bullying may include (this list is not exhaustive):
· physical, verbal or psychological threats (made directly or indirectly, online or otherwise);
· excessive levels of supervision; and
· inappropriate and derogatory remarks about a person's performance.
It is important to understand that legitimate, reasonable and constructive criticism of a person's performance or behaviour, or reasonable instructions given to people during their employment, will not amount to bullying. 
Cyber Bullying
Online communication via social media, email or other forms of technology, direct or indirect cyberbullying, may occur; like other forms of bullying, this could seriously impact the health, well-being and self-confidence of those being targeted.  Cyberbullying uses communication techniques to send derogatory or threatening messages directly to the victim or indirectly to others, which may not be confined to work hours.  It may consist of threats, harassment, embarrassment, defamation or impersonation.
Microaggressions
Microaggressions are statements, actions, or incidents regarded as indirect, subtle, or unintentional discrimination against members of a marginalised group, such as a racial or ethnic minority. Microaggressions generally take one of three forms:
· Micro-assaults: Conscious and blatant insults made verbally or non-verbally to a marginalised individual or group, 
· Micro-insults: Unintentionally insensitive remarks or assumptions based on stereotypes, for example, saying to a person with a disability, "You don't look disabled to me".
· Micro-invalidations: Where a person denies or seeks to cancel the feelings and lived experiences of a marginalised individual or group, for example, a white person saying, "I don't think the UK has a problem with racism - some people are just too sensitive".

Serious microaggressions can amount to unlawful harassment, bullying or discrimination, but even less severe microaggressions can negatively impact the health and well-being of the person experiencing them. 
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