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1. Introduction 

1.1. The Anti-Bullying and Harassment Policy aims to create a working environment where every employee is 
treated with dignity and respect and where each person’s individuality and sense of self-worth within the 
Trust is maintained. Harassment and bullying are not acceptable forms of behaviour and will not be 
tolerated or condoned.  

1.2. The Trust is committed to taking reasonable steps to prevent bullying, harassment and sexual harassment 
occurring and will provide appropriate training, awareness raising and support measures to promote a 
respectful working environment. 

1.3. This policy and procedure applies to disputes between employees and management including the schools’ 
Senior Leadership Teams, the Executive Leadership Team, Governors or the Board of Directors.   

1.4. The Trust will take all reasonable steps to investigate and address complaints of bullying, harassment or 
sexual harassment involving third parties where they affect employees in the course of their employment. 

1.5. The aim of the policy is to ensure that any complaint of harassment or bullying is effectively and speedily 
dealt with and that appropriate action is taken to ensure as far as possible that it does not occur again. It 
is important that the rights of both the complainant and the alleged harasser/bully are protected 
throughout the process.  

1.6. Some forms of harassment/bullying may amount to unlawful discrimination and are covered by the 
relevant statutes on discrimination. The Trust will take all reasonable steps to investigate and address 
complaints of bullying, harassment or sexual harassment involving third parties where they affect 
employees in the course of their employment. Other forms of harassment/bullying are not explicitly 
covered by the law but the Board of Directors have a legal duty to ensure that the Trust has a procedure 
to deal with such allegations.  

1.7. Leaders and managers have a responsibility to model appropriate behaviour, address concerns promptly, 
take all complaints seriously and escalate concerns in accordance with this policy. 

1.8. This procedure does not form part of any employee’s contract of employment and it may be amended at 
any time. 

1.9. Where a formal complaint is substantiated, it will be treated as a disciplinary matter and reviewed under 
the Trust’s Disciplinary Policy which could lead to formal sanctions including dismissal. 

1.10. The Anti-Bullying and Harassment Policy is non-contractual in effect and does not form part of normal 
terms and conditions of employment.  The Trust reserves the right to change the terms of this policy from 
time to time and to introduce replacement procedures as may be required. 

2. Definition of Bullying  

2.1. The following definitions and examples reflect guidance on the ACAS website - What bullying is - Bullying at work 
- Acas– and will therefore be taken into account by the Trust when reviewing any complaint relating to bullying.  

2.2. Bullying can be described as unwanted behaviour from a person or group that is either: 

• Offensive, intimidating, malicious or insulting; 

• An abuse or misuse of power that undermines, humiliates, or causes physical or emotional harm 
to someone. 

 

https://www.acas.org.uk/bullying-at-work
https://www.acas.org.uk/bullying-at-work
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2.3. Bullying might: 

• Be a regular pattern of behaviour or a one-off incident; 

• Happen face-to-face, on social media, in emails or calls; 

• Happen at work or in other work-related situations; 

• Not always be obvious or noticed by others; 

• Be done by someone who might not know their behaviour is bullying. It can still be bullying even 
if they do not realise it or do not intend to bully someone. 

2.4. Examples of bullying at work could include: 

• Constantly criticising someone's work; 

• Spreading malicious rumours about someone; 

• Constantly putting someone down in meetings; 

• Deliberately giving someone a heavier workload than everyone else; 

• Excluding someone from team social events; 

• So-called “banter” that is received as humiliating, unwanted or offensive; 

• Putting humiliating, offensive or threatening comments or photos on social media. 

2.5. Bullying can also happen from staff towards someone more senior, for example a manager. This is 
sometimes called 'upward bullying' or 'subordinate bullying' and can include: 

• Showing continued disrespect; 

• Refusing to complete tasks; 

• Spreading rumours; 

• Constantly undermining someone's authority; 

• Doing things to make someone seem unskilled or unable to do their job properly. 

2.6. Bullying and Harassment are often confused; bullying behaviour can be harassment if it meets the 
definitions at section 3. 

2.7. 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.  

3. Definitions of Harassment 

3.1. The following definitions and examples reflect guidance on the ACAS website - Harassment - Discrimination at 
work - Acas – and will therefore be taken into account by the Trust when reviewing any complaint relating to 
harassment.  

3.2.  In discrimination law (Equality Act 2010) there are 3 types of harassment: 

• Harassment related to certain protected characteristics; 

• Sexual harassment; 

• Less favourable treatment as a result of harassment. 

3.3. It's possible that serious harassment could also be a hate crime. 

https://www.acas.org.uk/discrimination-and-the-law/harassment
https://www.acas.org.uk/discrimination-and-the-law/harassment
https://www.acas.org.uk/hate-crime-at-work
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3.4. Harassment related to a protected characteristic is unwanted behaviour related to any of the following 
protected characteristics: 

• Age; 

• Disability; 

• Gender reassignment; 

• Race; 

• Religion or belief; 

• Sex; 

• Sexual orientation. 

3.5. The law on harassment related to a protected characteristic applies when someone: 

• Has a relevant protected characteristic; 

• Is harassed because they are thought to have a certain protected characteristic when they do not; 

• Is harassed because they have a connection with someone with a certain protected characteristic; 

• Witnesses harassment, if what they've seen has violated their dignity or created an intimidating, 
hostile, degrading, humiliating or offensive working environment for them. 

3.6. To be harassment, the unwanted behaviour (which can be a serious one-off incident, repeated behaviour 
or spoken or written words, imagery, graffiti, gestures, mimicry, jokes, pranks, physical behaviour) must 
have either: 

• Violated the person's dignity; 

• Created an intimidating, hostile, degrading, humiliating or offensive environment for the person. 

It can be harassment if the behaviour: 

• Has one of these effects even it was not intended; 

• Intended to have one of these effects even if it did not have that effect. 

3.7. By law, whether someone's behaviour counts as harassment depends on: 

• The circumstances of the situation; 

• How the person receiving the unwanted behaviour views it; 

• If the person receiving the behaviour is 'reasonable' to view it as they do, 

3.8. The person being harassed might feel disrespected, frightened, humiliated, insulted, intimidated or 
threatened. The Trust will take into consideration their feelings and the impact of the alleged harassment 
when reviewing any complaint.  

3.9. It can still be against the law even if the person being harassed does not ask for it to stop. 

3.10. Example of harassment related to sexual orientation - Quinn is gay and has not told people at work. 
When out with their partner one evening, Quinn runs into someone from work. They tell the rest of the 
team that Quinn is gay. After this, people in the team start ignoring what Quinn says in daily team 
meetings. Quinn finds this humiliating and uncomfortable. This behaviour is likely to be harassment on 
the grounds of sexual orientation. 
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3.11. Example of harassment related to sex - Taylor is an apprentice and is the only man in a team of women. 
Taylor is expected to make drinks for everyone and do the washing up. Several people make comments 
that "it's nice to see a man doing the chores for once". This becomes a common joke in the team. Taylor 
feels disrespected and intimidated. This behaviour is likely to be harassment on the grounds of sex. 

4. Definition of Sexual Harassment 

4.1. The following definitions and examples reflect guidance on the ACAS website - What sexual harassment is - Sexual 
harassment - Acas 

4.2. Sexual harassment is unwanted behaviour of a sexual nature. It does not need to be related to a 
protected characteristic e.g. someone who thinks they've been sexually harassed does not need to show 
it was because of their sex or sexual orientation. 

4.3. To be sexual harassment, the unwanted behaviour must have either: 

• Violated someone's dignity; 

• Created an intimidating, hostile, degrading, humiliating or offensive environment for someone. 

It can be sexual harassment if the behaviour: 

• Has one of these effects even if it was not intended; 

• Intended to have one of these effects even if it did not have that effect. 

4.4. Sexual harassment can be a one-off incident or an ongoing pattern of behaviour. It can happen in person 
or can happen online, for example in meetings, email, social media or messaging tools. 

4.5. Examples of sexual harassment include: 

• Making sexual remarks about someone's body, clothing or appearance; 

• Asking questions about someone's sex life; 

• Telling sexually offensive jokes; 

• Making sexual comments or jokes about someone's sexual orientation or gender reassignment; 

• Displaying or sharing pornographic or sexual images, or other sexual content; 

• Touching someone against their will, for example hugging them; 

• Sexual assault or rape;  

• A culture of behaviour that's not specifically aimed at one person – such as sharing sexual images; 

• Making romantic advances that are unwanted or uninvited;  

• What some people might consider as joking, 'banter' or part of their workplace culture can still be 
sexual harassment. 

4.6. Individuals who experience, witness, or become aware of sexual harassment are encouraged to report 
their concerns. Depending on the circumstances, such concerns may be protected under whistleblowing 
legislation. Further information on reporting concerns is available in the Trust's Whistleblowing Policy. 

 

 

https://www.acas.org.uk/sexual-harassment
https://www.acas.org.uk/sexual-harassment
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5. Less Favourable Treatment as a Result of Harassment 

5.1. The definition for this type of harassment is when someone experiences less favourable treatment because of 
how they responded to previous harassment. It means that the harassment happens when the person is treated 
less favourably than they would have been if they had not responded to the previous harassment in the way they 
did. It can apply whether the person rejected or 'submitted to' (accepted) the previous harassment. The definition 
reflects the description on the ACAS websites - Harassment - Discrimination at work - Acas 

5.2. The previous harassment must have been either: 

• Sexual harassment; 

• Harassment related to sex; 

• Harassment related to gender reassignment. 

5.3. An example of less favourable treatment because of harassment - Jade receives several sexual advances 
from their manager but rejects them. A few weeks later at Jade's yearly performance review, the manager 
gives them a poor performance score. Jade is regularly praised by others for their hard work. This could 
be harassment if Jade's poor performance score is because they rejected the manager's advances. 

6.           Protection and Support for Those Involved 

6.1. Avenues for wellbeing support will be provided to the individual raising the complaint and the individual 
responding to the allegations of harassment or bullying and regular wellbeing check-ins will be provided to both. 

6.2. At all stages of the formal harassment and bullying procedure, the individual raising the complaint and 
the individual responding to the allegations of harassment or bullying will have the right to be 
accompanied by a work colleague, or their Trade Union representative. 

6.3. It is important that individuals (including witnesses) feel confident that they are able to come forward 
with information without fear of recrimination. Conversations and records of any meetings must 
therefore be treated confidentially and sensitively by everyone involved. Any breach of confidentiality 
will be treated seriously and may lead to disciplinary action. It must be noted however, that if an 
allegation of harassment and bullying is founded, the evidence gathered through a formal investigation 
may well be used at any subsequent formal disciplinary meeting.   

6.4. 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 or victimised someone in 
this way may be subject to disciplinary action. 

7. Procedures for Making and Dealing with a Complaint – Informal Stage  

7.1. Employees who believe they are being harassed or bullied should consider whether they feel able to raise the 
problem informally with the person responsible. The employee should explain clearly to the other person that 
their behaviour is not welcome or makes them uncomfortable. If the employee finds this too difficult or 
embarrassing they should speak to a Senior Leader or member of the People Services Team who can provide 
confidential advice and assistance in resolving the issue informally. 

7.2. If the employee is not certain whether an incident or series of incidents amounts to bullying or 
harassment, they should initially contact a Senior Leader or member of the People Services Team 
informally for confidential advice. 

7.3. Alternatively, an employee may seek advice from the professional association or Trade Union with a view 
to seeking support and an agreed resolution as early as possible.  

https://www.acas.org.uk/discrimination-and-the-law/harassment
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7.4. If informal steps are not appropriate, or have been unsuccessful, the employee should follow the formal 
procedure set out below. 

8. Procedures for Making and Dealing with a Complaint – Formal Stage  

8.1. The formal stage is likely to be appropriate where a previous attempt at informal resolution has proved 
unsuccessful, or where the complainant considers that formal investigation into the matter is necessary.  An 
individual will not be discouraged from using the formal process where that is their preferred option. 

8.2. Once a formal complaint of harassment/bullying has been made, the Trust has a responsibility to 
investigate the matter and take appropriate action. The objective of the formal procedure is to determine, 
through formal investigation, whether there is a way to resolve the situation or whether the case needs 
to be taken forward through the Trust’s disciplinary procedure.  

8.3. There will be prompt, thorough, impartial investigation with due regard to the rights of both the individual 
raising the concern and the individual facing the allegation. Both will have the right to be accompanied to 
any meetings during the formal stage.  

8.4. The individual responding to the allegation will be provided with clear details of the complaint and will 
be given the opportunity and time to respond at all stages. 

8.5. Raising a concern - The concern about bullying or harassment should be raised with the CEO or 
Headteacher. If the concern relates to the CEO, the concern should be raised with the Chair of the Board 
of Directors and if the concern relates to the Headteacher, the concern should be raised with the CEO. 

8.6. As soon as a formal complaint is made, the individual will be asked to provide a written statement of what 
took place. The pro-forma in Appendix 1 may be used as the basis for this written statement.  The written 
statement should be made as soon as possible after the incident of alleged harassment/bullying has taken 
place and should be signed and dated.  

8.7. The Trust will normally expect concerns to be raised promptly. However, complaints relating to historic 
matters may still be investigated where there is a reasonable explanation for delay or where the 
allegations are sufficiently serious. 

8.8. Investigation Stage - The CEO, acting in the role of Commissioning Officer, will nominate an Investigating 
Officer to carry out the formal investigation into the complaint of harassment/bullying. This will normally 
be a senior manager who is not the line manager of either party or otherwise involved in the complaint. 
An external, third party investigator may be appointed where appropriate. A member of the People 
Services department will provide guidance and support as appropriate. 

8.9. The Investigating Officer will arrange investigation meetings with the individual raising the concern, the 
individual against whom the allegations were made and any relevant witnesses in order to establish the 
facts of the case. The purpose of the investigation will be to establish the facts and whether, on the 
balance of probabilities, the allegations have foundation. The witnesses should be informed that the 
information they provide may be presented at any subsequent disciplinary hearing.  Investigations will be 
dealt with promptly, objectively and confidentially. (More information on the principles of an 
investigation process are available in the Disciplinary Policy). 

 

8.10. The outcome of the investigation will be presented in an Investigation Report and may include the 
following non-exhaustive findings: 
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• Complaint not upheld – The investigation   has not found sufficient evidence on the balance of 

probabilities to substantiate the allegation(s); 

• Complaint upheld - There is sufficient evidence on the balance of probabilities to substantiate the 
allegations and referral into the disciplinary process is recommended; 

• Misunderstanding - A meeting must be arranged where both parties should aim to resolve the 
matter by discussion. No formal action will be taken. Mediation may be considered; 

• Complaint upheld but falls short of disciplinary action - It is appropriate to deal with the issue by 
way of management advice/letter of concern rather than a formal process. It may also be 
appropriate to address the matter through training or mediation; 

• Malicious complaint – Disciplinary action may be considered where there is evidence that a 
complaint was knowingly false, made maliciously or made in bad faith. 

8.11. The outcome of the investigation and findings will be shared with both the individual raising the complaint 
and the individual facing the allegations as soon as possible; the outcome will be confirmed in writing. 

8.12. Separation or suspension of employees - Consideration will be given to making temporary changes to 
working arrangements to separate the individual raising the complaint and the individual facing the 
allegations during the period of investigation and any formal disciplinary process, as necessary. It may 
also be appropriate to consider a period of suspension (the principles for suspension as laid out in the 
Trust’s Disciplinary Policy will apply). Any considerations should take into account any representations 
made by the individual raising the complaint about changes to their own working arrangements.  

9. Appeals  

9.1. If the complaint of bullying/harassment has not been resolved to the employee’s satisfaction they may appeal in 
writing to the Trust Governance Professional at mattheweldon.lake@thebridgetrust.academy within seven 
calendar days of the decision they are appealing against, setting out the grounds for and basis of the appeal in 
writing.  

9.2. An appeal meeting will be convened, normally within ten working days of receiving a written appeal.   

9.3. The appeal will usually be heard by a panel of two individuals made up of either members of the Senior 
Executive, member of the Trust’s Board of Directors or appropriate third parties. The panel members 
must not have previously been involved in the case.  

9.4. Whilst new evidence on the same complaint may be permitted, any new complaint(s) cannot be added 
to the proceedings. At the discretion of the Trust, the appeal may be a complete rehearing of the matter 
or it may be a review of the fairness of the original decision in the light of the procedure that was 
followed.   

9.5. The decision of the appeal panel and the reasons for that decision will be communicated to all parties 
and confirmed in writing within five working days, where reasonably practical. The decision reached by 
the panel is final i.e. there will be no further right of appeal. 

 

10. Support and Guidance  

10.1. Information on bullying and harassment (including sexual harassment) is available from ACAS - What bullying is - 
Bullying at work - Acas  Harassment - Discrimination at work - Acas 

https://www.acas.org.uk/bullying-at-work
https://www.acas.org.uk/bullying-at-work
https://www.acas.org.uk/discrimination-and-the-law/harassment
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10.2. ACAS also provides specific guidance to an individual who thinks they may be experiencing bullying - If 
you think you're being bullied - Bullying at work - Acas 

10.3. Citizens Advice also offer advice to individuals as well as certain specific charities - If you're being harassed 
or bullied at work - Citizens Advice  Moving on | Stop Hurt at Work   Support in Your Area - The Survivors Trust 

10.4. The Trust’s Employee Assistance Programme can offer in-the-moment wellbeing support to individuals 
who feel they are experiencing bullying or harassment and to any individual who has had an allegation 
made against them. Details on how to access the service are available on the Landing Page - Wellbeing  

 

Policy Owner and Contact Details 

Lisa Maria Cardinali, Head of People Services 

For further information on the Policy, please contact via email 
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Appendix A – Record of Complaint of Harassment or Bullying 
 

The Anti-Bullying and Harassment Policy provides you with information about how to make a complaint of alleged 
harassment or bullying and explains the support that is available to help you in this process.  

If you are making a formal complaint, you may find it helpful to use this form to outline your complaint. You may wish 
to attach additional information to support your complaint. The information on this form will be used as a basis for any 
subsequent investigation and may be used to inform the individual facing the allegation of your complaint. 

Personal Information 

Name:  

Job Title:  Place of Work:  

 

Details of your Complaint 

Do you believe your complaint relates to 
bullying (please tick the box if the answer is 
yes) 

☐ 

Do you believe your complaint relates to 
harassment (please tick the box if the 
answer is yes) 

☐ 

Do you believe your complaint relates to 
sexual harassment (please tick the box if the 
answer is yes) 

☐ 

Name and workplace of the individual(s) 
against whom you are raising the complaint 

 

Please provide a description of what has 
taken place 

 

 

Date(s) when the incidents in the 
description took place 

 

Please describe the impact of the 
incidents/behaviours e.g. how did they 
make you feel? 

 

What outcomes or resolutions are you 
seeking? 

 

Date you are submitting this form  
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Appendix B – Which Policy to use to Report a Concern 

The following table is intended as a guide on the appropriate avenue to report concerns: 

Policy/Procedure When to Use It Examples Who Raises It? Report To 

Anti-Bullying and 
Harassment Policy 

If you believe you 
are experiencing 
bullying or 
harassment in the 
workplace 

Harassment is unwanted behaviour 
from a colleague linked to a 
protected characteristic 

Bullying can be intimidating or 
malicious behaviour 

Employee Informal – see policy 

Formal - CEO or Headteacher 

Complaints Policy  Dissatisfaction 
with a service or 
decision  

Concerns about 
teaching, behaviour, 
communication  

Parent, carer, 
pupil, public, 
agency 
staff/volunteers 
working onsite not 
covered by the 
Grievance Policy  

Dependent on the stage of the complaint 
– see policy 

Grievance Policy  Personal work-
related issue 
affecting you  

Unfair treatment, workload 
concerns, concerns with working 
relationships  

Employee  Headteacher, Line Manager, Head of 
People Services, or CEO  

Safeguarding 
Reporting Procedure  

A safeguarding 
concern about a 
child or an adult at 
the school 

Child examples - abuse, neglect, 
exploitation, online safety concerns  

Adult examples - inappropriate 
conduct around a student, blurring 
of professional boundaries with a 
student, excessive use of force with 
a student 

Anyone working, 
visiting, or 
volunteering at 
the school 

Concerns about a child - See each 
school’s safeguarding reporting 
procedure (Safeguarding poster)  

Concerns about an adult’s conduct – 
Headteacher, CEO, Head of School 
Improvement or Head of People Services 

Whistleblowing 
Policy  

Wrongdoing in the 
public interest  

Fraud, cultural safeguarding 
failures, misuse of funds, criminal 
activity, sexual harassment   

Employee, 
governor, 
volunteer, 
contractor  

Headteacher, CEO, or Chair of Directors 
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