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INTRODUCTION 

1. This policy applies to all staff (employees and workers), contractors and 
volunteers working for Sapientia Education Trust. 

2. The aims of this policy are:- 

a. to establish a climate in the Trust in which the dignity and rights of each 
individual are recognised and protected; 

b. to make clear to Governors/Trustees, managers, and other employees 
that harassment, whether on sexual, racial or other grounds, is not acceptable; 

c. to detail procedures which enable harassment issues to be tackled 
quickly, effectively, sensitively and confidentially. 

STATEMENT OF INTENT 

3. The Trust recognises that all employees have the right to work in an environment 
which is free of bullying and harassment. The purpose of this policy is to ensure that 
harassment does not occur. 

4. If, however, it does occur, the Trust undertakes that allegations of harassment 
will be dealt with seriously and confidentially, using the Trust’s Grievance Procedures 
and employees will be protected against victimisation for making or being involved in a 
complaint.    

5. Following a formal investigation:- 

a. conduct or behaviour by an employee amounting to intentional 
harassment or bullying as defined in this policy will normally be treated as 
misconduct and dealt with in accordance with the Trust’s Disciplinary Procedures 
and could lead to dismissal; 

b. conduct or behaviour by an employee amounting to unintentional 
harassment will be treated initially as an issue of capability and will be dealt with 
under the Trust’s Capability Procedures. 

6. In the event that an employee alleges harassment by someone who is not an 
employee of the school, the Trust will endeavour to protect its employees through 
whatever appropriate procedures may be available to it. 

7. This Policy has been determined in accordance with the terms of the Equality Act 
2010. 

8. The Trust may be held to be vicariously liable for harassment in the workplace. 
Accordingly, the Trust, by adopting this Policy, intends to take a clear stance with regard 
to harassment and bullying. 
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9. All concerns or complaints will be treated seriously but this may not mean going 
directly to a formal procedure. Except in extreme cases, informal methods of dealing with 
unacceptable behaviour are often the most successful. To defuse the situation an 
immediate apology is invaluable and may avoid the need to take the matter further. 
Where informal action fails to resolve a situation, employees can raise a formal 
grievance in accordance with the grievance procedure. 

DEFINITION OF HARASSMENT 

10. There is no single, simple definition. Harassment may, however, be summarised 
as conduct which is unwanted, unreasonable, and offensive to the recipient. This could 
be persistent behaviour over a period of time or a single serious incident. It is the deed 
itself and the impact on the recipient which determine what constitutes harassment 
rather than the intention of the perpetrator. 

11. However, it is important to recognise that, in any work context, it is the legitimate 
role and duty of a manager to direct and instruct employees, and to monitor and provide 
feedback on their performance of the duties required of them in their job, having regard 
to their rights and in accordance with agreed procedures. 

FORMS OF HARASSMENT 

12. Harassment may be directed at, and can be carried out by, an individual or a 
group of individuals. 

13. Harassment can range from extreme forms such as violence and bullying to less 
obvious actions like ignoring someone at work.  Forms of harassment may include:- 

a. physical contact ranging from touching to serious assault; 

b. verbal and written abuse through jokes, offensive language, name-calling, 
innuendo, gossip and slander, sectarian songs or letters; 

c. non-verbal abuse such as offensive gestures and body language; 

d. display of posters, graffiti, or emblems; 

e. isolation or non-co-operation at work and exclusion from social activities; 

f. coercion ranging from pressure for sexual favours to pressure to 
participate in political/religious groups; 

g. intrusion by pestering, spying, excessive or inappropriate physical 
closeness; 

h. abuse of management procedures to threaten, humiliate, or coerce; 

i. threats or promises affecting work performance or linked to employment 
prospects. 
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This list is illustrative but not exhaustive. 

14. People can be subject to harassment on a wide variety of grounds including:- 

Age 
Disability 
Gender  
Gender Reassignment 
Marital/Civil Partnership Status 
Pregnancy/Maternity/Paternity issues 
Race 
Religion/Belief 
Sexual Orientation 
Socio-economic Status 
Trade Union Membership 
Health 
Protected Criminal Convictions  

Again, this list is illustrative but not exhaustive. 
 
Complaints of harassment by external parties 
 
15. Employees may occasionally be subject to harassment from members of the 
public. A member of the public is defined as anyone not acting in the capacity of an 
employee of the Trust. 
 
16. The steps that may need to be taken are: 

 If the employee feels able to tell the member of the public that their 
behaviour is unacceptable and unwelcome without inflaming the situation, 
they could do so. This is only advisable where the employee is sure that 
this is the right response. In situations where they are not sure, the best 
course of action is to try to bring the incident to a close by politely ending 
the discussion and referring the matter to the Headteacher. 
 

 It would be natural for employees to try to defend themselves 
aggressively in such situations but this course of action is often likely to 
make the situation worse. Employees should try to remain calm and clear-
headed whilst they remain with the member of the public. 
 

 The employee should make a record of the details of the incident and any 
others of which they are aware of involving the same aggressor. 
 

 After the incident, employees must report the matter to the Headteacher. 
No action can be taken until the matter is reported and if incidents go 
unreported they are more likely to be repeated. 
 

 The Headteacher and the employee should agree on the course of action 
to be taken. This will usually mean informing the member of the public 
that their behaviour in harassing an employee was unacceptable and try 
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to rebuild the relationship. 
 

 Reaching a solution in meetings with the member of the public may be 
difficult. In some situations it may be advisable to use a trained mediator. 
 

17. In the situation where a parent or carer has harassed a teacher, further action 
would normally be undertaken in the form of a letter from the Headteacher to the 
aggressor. The letter would underline that it is unacceptable behaviour to harass a 
school employee and if the parent or carer wishes to discuss the matter further 
arrangements can be made. The subsequent meeting should take place in the presence 
of the Headteacher and a Governor. 
 
18. Where there are repeated cases of harassment by the same aggressor, the 
Headteacher should undertake a risk assessment.  
 
DISCRIMINATION 
 
19. Discrimination can be direct or indirect: 
 

 Direct discrimination is where a person is treated less favourably because of a 
‘protected characteristic’. 

 Indirect discrimination is an apparently neutral provision, criterion or practice 
which disadvantages a large proportion of the members of a particular group or 
community. 

  
20. Also employees are able to claim harassment due to ‘associative discrimination’ 
(direct discrimination against someone because they associate with another person who 
possesses a protected characteristic). 
 
21. Harassment is usually thought of in terms of a manager harassing a more junior 
member of staff. However, employees may be harassed by colleagues or subordinates.  
Harassment may also occur between people of the same sex or the opposite sex and 
may be deliberate or unintentional on the perpetrator’s part. 

22. Harassment often involves the abuse of legitimate authority or organisational 
power. As such, it is often associated with and may be indistinguishable from bullying.  

23. Some forms of harassment could constitute offences under criminal law. 

24. Some criminal offences involving harassment have been held to apply in 
situations where a person who feels harassed is not the individual targeted by the 
behaviour of the third party. 

BULLYING 

25. Bullying occurs when a person uses superior strength or power to coerce, 
persecute, or oppress others by fear. It may take the form of humiliating or undermining 
an individual’s skills and ability to such an extent that they may become fearful, their 
confidence crumbles, and they lose belief in themselves. This does not always arise 
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from a supervisor/subordinate relationship, and may result from unacceptable peer 
pressure. 

26. Bullying may take open forms such as shouting at someone, personal insults, 
name calling, persistent criticism, and humiliation. Alternatively, it may be more covert 
and conducted through setting objectives which cannot be met within a reasonable time-
frame, the removal of responsibility without good reason, constantly changing work 
guidelines, inappropriate threats about use of disciplinary or capability procedures, or 
ignoring and excluding the individual from relevant discussions. 

EFFECTS OF HARASSMENT 

27. A victim of harassment or bullying may suffer physical and/or emotional 
symptoms such as disturbed sleep, nausea, lack of confidence or motivation, and 
depression. 

28. Whatever the form of the harassment, the impact on the employee should not be 
underestimated. Harassment can lead to illness, increased absence, poor performance, 
and confusion over status and role leading to an apparent lack of commitment or even 
resignation. Harassment can also result in tension and conflict within the workplace and 
puts great strains on personal and family life. These all have a direct impact on the 
effectiveness of the Trust. 

29. Failure to deal, or deal properly and promptly, with allegations or incidents of 
harassment at work may also leave the Trust vulnerable to legal action in which financial 
remedies awarded have no upper limit, and can be considerable. 

RESPONSIBILITIES 

30. Governors/Trustees, the Principal/Headteacher, and all line managers are 
responsible for the implementation of this policy, for ensuring that all staff have an 
awareness of the policy, and for taking corrective action to ensure compliance with it. 
This responsibility can be discharged by:- 

a. explaining and positively promoting the Policy to staff; 

b. responding to and supporting any employee complaining of harassment; 

c. providing full and clear advice on the procedure to be followed; 

d. maintaining confidentiality; 

e. monitoring the situation to ensure that no repetition or victimisation occurs 
after the complaint has been resolved. 

31. Any complaint about harassment will be dealt with seriously, expeditiously and 
confidentially.  Employees will be protected against victimisation or retaliation for 
bringing a complaint of harassment. 

32. Employees have a duty of confidentiality. 
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33. All employees have a responsibility for ensuring that the working environment in 
school is free from harassment. All employees are required to comply with this policy 
and to treat their colleagues with dignity and respect. Employees can do much to 
discourage harassment by:- 

a. making it clear that they find such behaviour unacceptable; 

b. supporting colleagues who suffer such treatment and are considering 
making a complaint; 

c. being sensitive to the potential impact of their own behaviour on 
colleagues. 

DEALING WITH HARASSMENT 

Informal Remedies 

34. In the first instance informal ways of resolving problems should be tried, 
dependent on the nature and seriousness of the allegation. Some acceptable 
approaches to dealing with problems on an informal basis are outlined in the following 
paragraphs. 
 
35. As an alternative to other informal approaches, or as an agreed way of 
attempting to resolve a formal complaint, there may be occasions on which the 
Headteacher or investigating officer can help to broker a solution by means of a 
conciliation meeting between the complainant and the alleged perpetrator. This should 
only be done with the agreement of both parties, who may bring a companion or 
representative to the meeting.  
 
36. Both parties should also be open to other possible means of achieving resolution, 
for example, mediation. Mediation is a voluntary and confidential form of alternative 
dispute resolution. It involves an independent and impartial person helping two or more 
individuals or groups reach a solution that is acceptable to everyone. The mediator can 
talk to both sides separately or together. Mediators do not make judgments or determine 
outcomes – they ask questions that help to uncover underlying problems, assist the 
parties to understand the issues and help them to clarify the options for resolving their 
difference or dispute. The overriding aim of workplace mediation is to restore and 
maintain the employment relationship wherever possible. This means the focus is on 
working together to go forward, not determining who was right or wrong in the past. 

 
37. Factors such as timing, availability and cost will influence the method selected 
but the most important thing is that both parties are prepared to engage to work together 
on resolution. 

 
38. The Headteacher or Investigating Officer convening the conciliation or mediation 
meeting should make a record of the alleged incident and the outcome of the meeting. 
To indicate agreement with the outcome, all parties should sign the record that will 
remain confidential to the signatories. 
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Grievance Procedure 

39. Where an informal remedy has not worked, the Trust’s Grievance Procedures will 
be used when dealing with complaints of harassment. The procedure is intended to 
enable complaints to be dealt with sensitively and quickly, and provides for employees to 
raise problems with someone other than their line manager, where this is necessary.  
The procedure also allows for problems to be resolved informally where this is possible 
and appropriate. If the problem persists, or informal resolution is inappropriate, the 
formal grievance procedure will be followed. 

40. Where a complaint has been upheld, management within the school will ensure 
that:- 

a. harassment has ceased; 

b. no victimisation occurs as a result; 

c. any necessary changes to policies, practices, and procedures are made. 

41. Where a complaint has not been upheld, the Principal/Headteacher and 
Governors/Trustees will ensure that no victimisation of the complainant takes place. 

MALICIOUS COMPLAINTS 

42. It should be recognised that allegations of harassment are sometimes falsely 
made and, in all cases, the rights of alleged perpetrators need to be recognised. 

43. Malicious or unfounded complaints of harassment can also have a devastating 
effect on the health, confidence, morale, and motivation of those falsely accused. It 
would not serve the interests of the school for any policy or procedure to be abused and 
for victims of malicious or unfounded allegations to have no redress. Complaints of 
harassment which are found to be intentionally frivolous, vexatious, or unreasonable will 
themselves be treated as misconduct in accordance with the Trust’s Disciplinary 
Procedure. 


