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Through its policies and in its day to day work, the College is committed to promoting equality and fairness and 

combating discrimination.  This applies to everyone, regardless of gender, racial or ethnic background, disability, 

religion, sexual orientation or age and embraces the College’s legal responsibilities. 
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 WORTHING COLLEGE 
 
POLICY AND PROCEDURES ON HARASSMENT 
(INCLUDING BULLYING) 
 
 

College Mission Statement 
 

Mission 
 

To inspire, build confidence and prepare you for the life you want to live. 
 
 

Vision 
 

“We’ll believe in you” 
Whatever your background, identity or experience of learning to date, we believe in you. We will 

support your achievement and success. 
 

“We’ll take you further than you expect” 

You’ll have the opportunity to choose from the widest possible range of courses in one place 

and we’ll stop at nothing to connect you with the best university, employer, or apprenticeship for you. 
And if you’re already working, we’ll help you to keep developing and growing. 
 

“We’ll provide an inspirational environment for you” 
You’ll experience a warm welcome from our community. You’ll grow in confidence, resilience and be 

ready for progression to the next step in your life, whether that’s further study, the world of work 

or your own unique adventure.  
 
 

Values 
 

For us to succeed in our mission and vision, the College has shared community values which help 
pull us together to act in agreed ways as part of an inspirational community: 
 

We listen intently to the voice of those we serve and show unending commitment to continuous 
improvement and innovation. 
 

We engage fully with the needs of the local community, employers and universities so we can secure 
your achievement, success and progression.  
 

We respond quickly, so we’re always able to give you the best support, information, advice and 
guidance, just when you need it. 
 

We celebrate together the successes and diversity of our community. 
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Purpose of this policy and procedure 
 

This policy outlines how the College aims to ensure that its environment is free from any form of 
harassment.  It includes procedures for students or staff members to follow if they feel they are being 
subjected to any form of harassment, and action to be taken by the College in response to 
complaints of harassment. 
 
Policy Statement on Harassment 
 

The College aims to provide an environment where everyone is treated with dignity and respect, and 
has the opportunity to work or study confidently without fear of harassment or victimization.  It aims 
to ensure that individuals feel confident to bring complaints, or to challenge harassment, without fear 
of ridicule or reprisal. 
 
It is the policy of Worthing College that 

 

 All incidents of harassment will be treated seriously by the college and viewed as potential 
grounds for disciplinary action. Persistent or gross harassment may lead to dismissal or 
expulsion from the College. 

 Being under the influence of alcohol or drugs will not be accepted as an excuse for 
harassment. 

 Every student and employee is responsible for challenging, or reporting, all forms of 
harassment and acting appropriately where any instance of harassment is brought to 
his/her attention   

 

What is harassment? 
 

Harassment takes many forms and may be directed at one person or many people.  Harassment is 
“unwanted conduct 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”. Harassment applies to all protected characteristics except for 
pregnancy and maternity and marriage and civil partnership.  Protected characteristics covered 
therefore include age, disability, gender reassignment, race, religion and belief, sex, sexual 
orientation.  It is for individuals to decide what behaviour is acceptable to them and what is offensive 
or unwelcome.  Individuals will have different perceptions about this.  It is not, therefore, the intention 
of the perpetrator that is key in deciding whether harassment has occurred but whether the 
behaviour is unacceptable to the recipient.  Harassment may be repetitive or an isolated incident and 
may be: 
 

 Physical - contact, assault or gestures, intimidation or aggressive behaviour 
 

 Verbal - unwelcome remarks, suggestions, propositions, malicious gossip, jokes or banter 
  

 Non-verbal - offensive literature or pictures, graffiti and computer imagery, isolation or non co-
operation or exclusion from social activities 

 

 Bullying - persistent, offensive, abusive, intimidating or insulting behaviour, unfair sanctions or 
abuse of power or position.  Such behaviour makes the recipient feel upset, threatened, 
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 powerless, alone, humiliated or vulnerable and undermines their self-confidence.  It may also 
cause them to suffer stress. 

 
Harassment is hard to measure but causes much avoidable fear, stress, misery, anxiety and 
sickness that can put great strains on a person’s professional, personal and family life.  It can lead to 
under-performance in studies or work, absenteeism, an apparent lack of commitment, poor retention 
or resignation.  It can also result in poor morale amongst other students or staff, negative feedback to 
others outside the College and a poor public image.  Ultimately it can affect the success of the whole 
College. 
 
In applying the Equality Act 2010 to our harassment policy, the College recognises the following 
definitions of prohibited conduct: 
 
Direct discrimination, including association and perception1 

 Direct Discrimination 

o Treating someone less favourably because of a protected characteristic 

 Discrimination by Association 

o Less favourable treatment because of the victim’s association with someone who has 
that characteristic (for example, carer of disabled child) 

 Discrimination by Perception 

o Protects employees who experience discrimination because they are wrongly thought 
to have a protected characteristic 

 
Indirect discrimination 

 Indirect discrimination occurs when a policy which applies in the same way for everybody has 
an effect which particularly disadvantages people with a protected characteristic, and 

 Is discriminatory if it cannot be shown to be a proportionate means of achieving a legitimate 
aim 

 It applies to all the protected characteristics, apart from pregnancy and maternity 
 

Gender re-assignment discrimination – absence from work 

 Treating someone less favourably for being absent from work because they propose to 
undergo, are undergoing or have undergone gender reassignment than they would be treated 
if they were absent because they were will or injured 
 

Harassment 

 Unwanted conduct which has the purpose or effect of creating an intimidating, hostile, 
degrading, humiliating or offensive environment 

o Applies to all characteristics apart from pregnancy/maternity and marriage/civil 
partnership 

 
Third Party harassment 

                                                           
1 Direct discrimination applies to all protected characteristics.  Discrimination by association or by perception does not 

currently apply to marriage and civil partnership and preganancy and maternity. 
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  Protects employees against harassment by customers and contractors 

 Liability arises where an employer becomes aware: 

o That an employee has been harassed on at least two occasions by a third party 

o They fail to take reasonable steps to prevent it happening for a third time 
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 Victimisation 

 When an employer treats someone less favourably because they have taken action under the 
legislation themselves or have helped someone else to do so 

 When an employee receives no protection if someone maliciously makes or supports an 
untrue complaint 

 Only an individual can bring a claim for victimisation 

 
Discrimination arising from disability 

 Treating a disabled person unfavourably because of something connected with their disability 

o It is unlawful if the person discriminating knows or could reasonably be expected to 
know about the disability 

o Discrimination is only justifiable if employer can show it is a proportionate means of 
achieving a legitimate aim 

 
Legal and National framework 
 
The College will comply with all appropriate sections of: 

- The Human Rights Act 1998 
- The Data Protection Act 1998 
- Employment Rights Act 1996 
- The Equal Treatment Directive 
- The EC Code of Practice: Protecting the Dignity of Women and Men at Work 1991 
- The Health & Safety at Work Act 1974 
- The Criminal Justice Public Order Act 1994 
- The Children’s Act 2002 
- Employment Equality (Age) Regulations 2006 
- The Equality Act 2010 

 
 

Responsibility for carrying out the College’s harassment policy 
 

Every member of staff and student has a duty to: 
 

 take responsibility for their own behaviour and modify it if necessary, as harassment is not 
acceptable under any circumstances.  This means not ignoring a complaint from anyone who 
claims they find their behaviour harassing, even if such behaviour would not have been 
offensive to them and did not intend to offend anyone.  Failure to take complaints seriously or 
to modify behaviour may lead to disciplinary action and individuals may also be held 
personally liable for any unlawful act they commit. 

 speak out if they witness or are aware of bullying, vindictiveness, verbal or physical 
aggression – and not assume that it is someone else’s responsibility 

 question their own fears, prejudices and assumptions 

 familiarise themselves with the responsibilities placed on them by this policy.  (In the case of 
students a simple explanatory leaflet is provided.  In the case of staff there is an information 
sheet provided in Appendix C). 

 

Certain individuals have additional responsibilities under this policy, as set out below: 
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  The Principal and Governors have overall responsibility for the setting and operation of this 
policy.   

 Members of SLT are responsible, in line with their specific roles, for recording reported 
complaints of harassment raised by staff/students/others, for reviewing outcomes and trends, 
and for ensuring a watching brief is kept on anybody who has been a victim of harassment or 
who may be vulnerable to it, so that they are not exposed to inappropriate treatment.  

 Line Managers are responsible for ensuring that they and their staff understand the policy 
and deal swiftly with any instances of perceived or reported harassment in line with the 
procedures below.  They are also responsible for reporting these to SLT for the purposes of 
monitoring College policy. 

 Service providers working on College premises are responsible for ensuring that they and 
their staff understand the policy and their responsibilities. 

 
 

Action to support and inform students and staff on harassment issues  
 

In supporting the mission and strategy above, the College will: 

 treat sensitively any complaints of behaviour which is causing distress 

 respect the need for confidentiality in order to ensure a fair investigation 

 publicise the Student Advice and Support service, the student Counselling service and the staff 
Counselling service and ensure that anybody who needs to, knows about and is able to use 
these services at any stage 

 provide training normally three-yearly in, and monitor staff attendance at, equal opportunities and 
anti-harassment awareness training  

 ensure that students and staff are made aware of this policy and their responsibilities as part of 
their induction process  

 support events used to raise awareness of bullying such as Anti-bullying week and activities that 
encourage students to speak out 

 monitor reported instances of harassment and identify trends so that corrective action can be 
taken  

 conduct exit interviews with departing employees 
 

 
Action in cases of sexual, racial or physical assault 
 

Rape, sexual and physical assault are serious crimes and for the protection of everyone it is 
important that offenders are caught and dealt with as soon as possible.  It is important that anyone 
who has been attacked should seek help and medical attention, and report the incident to somebody, 
preferably the police, as soon as possible.   Even if an attack happened some time ago, it is 
important to consider reporting it.  The College will do all it can to support any student or employee 
who reports an assault and take any appropriate action to eliminate or minimise any danger to that 
person or other students and staff.   
 
 
Procedures for dealing with complaints of harassment 
 

Separate procedures for students and staff who feel they are being subjected to any form of 
harassment are set out below.  They are intended to make sure that the complainant suffers minimal 
stress and that the complaint is resolved swiftly and flexibly appropriate to the circumstances.   They 
are separate from Student or Staff Disciplinary procedures (though these may be used following the 
results of investigation). 
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The College recognises the importance of ensuring that the complainant is protected from 

further harassment arising from the alleged incident and/or complaint.  Maintaining confidentiality is 
very important in order that fair investigations can be carried out and that unnecessary stress to 
either party is avoided. 
 
 

Procedures for students and staff to follow if they feel they are being harassed 
 

1 Informal procedures for students and staff 
 

1.1 Anybody who feels subjected to any form of harassment by a member of staff or student 
should try to follow these informal procedures as far as possible: 

 

 Make clear to the person s/he feels is harassing her/him that s/he finds their behaviour 
unacceptable and ask them to stop.  This may often be enough to solve the problem.  
If s/he feels they cannot confront the harasser directly, it may be easier to write to 
them or ask a friend to take up the matter on his/her behalf 

 

 Keep a note of the details and dates of any relevant incidents that have caused 
distress, particularly if s/he feels unable to speak to the person they feel is harassing 
her/him or if, having spoken to that person, the behaviour persists.   

 

 Note how the incidents have affected her/him and how s/he has had to change the 
ways s/he works or socialises as a result.  Also note any witnesses, whether the 
incident/s was reported and what action was taken as a result. 

 
 Contact, at any stage of informal or formal procedures, one of the staff counselling 

services, the Student Advice and Support service  or the student counselling service if 
s/he needs impartial support and assistance.   

 

2 Formal Procedures for students 
 

2.1 Anybody who feels that the harassment has not been resolved by the informal actions above 
or if the matter is of a more serious nature than can be dealt with by any of the above means, 
should normally speak to a teacher, manager or to their tutor, as appropriate.   Note: in 
practice students will confide in a member of staff of their choice.  The member of staff should 
refer on to the relevant manager who will take the prime role in managing the situation. The 
student must be informed of this referral route.  If the manager is the person against whom 
s/he is making the complaint, report the matter to a more senior manager in the line 
management chain. The matter must be kept confidential.  Any complaint concerning the 
Principal should be referred to the Chair of the Governing Body via the Clerk to the 
Corporation.     

 
2.2 The manager or senior manager, as relevant, will take up the matter with the person whose 

behaviour is causing the problem.  This should be done sensitively bearing in mind the need 
to protect both the complainant’s rights and those of the person of whom they are 
complaining - both parties are entitled to a full and fair opportunity to put their version of 
events.  Ideally the result of this discussion will be that the person causing the distress agrees 
to stop immediately the behaviour in question.   
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 2.3 If, however, following intervention, the problem persists, the individual should make a 
formal complaint in writing as set out below, normally within four weeks of the last alleged 
incident. 

 
2.4 The formal complaint should preferably be in writing and addressed to the Vice Principal.  If 

the student prefers, however, they may see the Vice Principal to explain the nature of the 
complaint. A brief record of the issues will be made and the student will be asked to sign it as 
a correct record of their formal complaint.   

 
2.5 The Vice Principal should arrange an investigation and will normally follow the guidelines set 

out in Appendix B.  The person against whom a complaint has been made should be told 
formally of the nature of the complaint, be given a copy of this policy and procedure, and 
advised of their right to be accompanied in any investigation which follows.   

 
2.6 The college reserves the right to suspend a student, for example, to relieve the stress and 
 pressure on one or both parties or to ensure the smooth progress of an investigation, 
 pending outcomes.  Suspension should not necessarily be seen as disciplinary action.   
 

2.7 An investigation should be completed as soon as possible and a report on the findings and 
recommendations should normally be done for the Vice Principal to consider.  The Vice 
Principal should then meet the student raising the formal complaint in person to explain the 
outcome and any action to be taken.  S/he should also write to the student, normally within 10 
calendar days of the completion of the investigation, stating: 

 

- whether the complaint has been substantiated 
- whether the complaint is to be investigated further 
- what action will be taken as a result of the complaint, by whom, and in what timeframe 

(taking care not to disclose confidential information if disciplinary action is one of the 
actions to be taken) 

- that the student may appeal the decision (see below for details of how to appeal). 
 

2.8 The Vice Principal will also tell any person against whom a complaint has been made if 
further investigation or action is to take place, or, if disciplinary action is likely to be taken 
against them, give him/her a copy of the Student or Staff Disciplinary Policy, as relevant, and 
instruct relevant parties to take relevant disciplinary processes forward. 

 
2.9 The Vice Principal should monitor the situation for an appropriate period of time afterwards to 

ensure that the situation has been resolved or that further problems are addressed. 
 
 

3 Formal Procedures for staff 
 

3.1 Anybody who feels that the harassment has not been resolved by the informal actions above 
or if the matter is of a more serious nature than can be dealt with by any of the above means, 
should normally speak to their Line Manager.   If the Line Manager is the person against 
whom s/he is making the complaint, s/he should report the matter to their second level line 
manager (for example Director).  If the individual speaks to someone other than their Line 
Manager or Director, then the person they speak to should normally refer the issue to the 
appropriate Line Manager or appropriate second line manager and ensure that they keep the 
matter confidential.   
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 3.2 The Line Manager should take up the matter with the person whose behaviour is 
causing the problem.  This will be done sensitively bearing in mind the need to protect both 
the complainant’s rights and those of the person of whom they are complaining - both parties 
are entitled to a full and fair opportunity to put their version of events.  Ideally the result of this 
discussion will be that the person causing the distress agrees to stop immediately the 
behaviour in question.   

 
3.3 If, however, following this intervention, the problem persists, the individual should make a 

formal complaint in writing as set out in Formal Procedures below, normally within four 
calendar weeks of the last alleged incident. 

 
3.4 The formal complaint should preferably be in writing and addressed to the appropriate 

Director / Assistant Principal.  If the individual prefers, however, they may see this member of 
staff in person to explain the nature of the complaint and they will then make a brief record of 
the issues and ask the individual to sign it as a correct record of their formal complaint.   

 
3.5 The Director / Assistant Principal, as relevant, should arrange an investigation and will 

normally follow the guidelines set out in Appendix B.  The person against whom a complaint 
has been made should be told formally of the nature of the complaint, be given a copy of this 
policy and procedure, and advised of their right to be accompanied in any investigation which 
follows.   

 
3.6 An investigation should be done as soon as possible and a report on the findings and 

recommendations should normally be completed for the relevant Director / Assistant 
Principal, as relevant, to consider.  This member of staff should then meet the individual 
raising the formal complaint in person to explain the outcome and any action to be taken.  
S/he will also write to the individual, normally within 10 days of the completion of the 
investigation, stating: 

 

- whether the complaint has been substantiated 
- whether the complaint is to be investigated further 
- what action will be taken as a result of the complaint, by whom, and in what timeframe 

(taking care not to disclose confidential information if disciplinary action is one of the 
actions to be taken) 

- that the member of staff may appeal the decision (see below for details of how to appeal). 
 

3.7 The Director / Assistant Principal, as relevant, will also tell any person against whom a 
complaint has been made if further investigation or action is to take place, or if disciplinary 
action is to be taken against them, give him/her a copy of the Disciplinary Policy and 
Procedure, and inform relevant parties to take forward disciplinary action. 

 

3.8 The Director / Assistant Principal, as relevant, should monitor the situation for an appropriate 
period of time afterwards to ensure that the situation has been resolved or that further 
problems are addressed. 

 

Appeals against the decision 
 

Anybody who is dissatisfied with the outcome of the formal procedure may appeal in writing in line 
with the procedures set out in Appendix A.   
 
Relevant college policies and current legislation 
This policy will be implemented in conjunction with the college’s policies and current legislation - 
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 - Child Protection and Safeguarding 
- Equality and Diversity 

- The Equality Act 2010 
- The Human Rights Act 1998 
- Employment Rights Act 1996 

 

APPEALS          Appendix A 
 

 
Appeals by Students 
One appeal will be allowed after the formal stage of the Harassment procedure and the decision of the 
appeal hearing will stand and is binding on all parties. 
 
Anyone wishing to appeal a decision taken under the Harassment Policy and Procedure should write 
to the Principal, within 14 calendar days of receiving the decision, stating clearly the reasons for the 
appeal.  
 
The Principal will decide who should be involved in the appeal hearing.  The appeal panel will 
normally include up to 3 independent members of the Corporation.  Wherever possible, appeal 
hearings should be chaired by somebody who has had no previous involvement in the case.  
However, the small size and flat management structure of the College, as well as considerations of 
confidentiality, may mean that this is not always possible to arrange.  
 
The Principal will set up the hearing at an agreed time and date, normally within 10 calendar days if 
possible, of the time and date, and confirm this in writing.  The Principal will also inform the student 
that s/he may ask a friend to accompany them and that if the friend is a legal representative, the college 
should be informed of this before the panel meets.  
 
At the appeal hearing 
 

 the Chair of the Appeals Panel will ask the Vice Principal to outline the reasons for the action 
taken to date. 

 the student or the friend accompanying her/him will be asked to explain the grounds for appeal 
and any special circumstances which may exist 

 the panel will ask questions as appropriate  

 the panel will adjourn to consider the evidence and to make a decision. 
 
After the appeal hearing 
 

 the student, the friend accompanying her/him and the Vice Principal will be recalled, normally on 
the same day as the hearing, to be told of the decision of the Appeal panel. 

 the Chair of the Appeal hearing will write, normally within 5 calendar days of the appeal hearing, 
to the student and the Vice Principal to confirm the decision reached.  

 
Taking a Complaint Further 
 
Only after all college procedures have been exhausted, can certain types of complaint be taken to the 
relevant agency or the Secretary of State for Education and Employment.  This only applies to 
complaints about the quality of teaching, guidance, resources or accommodation, health and safety 
concerns, or about the college behaving unreasonably or not doing its job properly as described above.   
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 Appeals by staff 
1.1 One appeal will be allowed after the formal stage of the Harrassment Policy and 

Procedure and the college’s decision following the appeal meeting will be final and binding on all 
parties. 
 
1.2 Anyone wishing to appeal a decision taken under the Harrassment Policy and Procedure 
should write to the Principal, within 14 calendar days of receiving the decision, stating clearly the 
reasons for the appeal.  
 
1.3 The Principal will decide who should be involved in the appeal meeting, and set up the 
meeting at an agreed time and date, normally within 10 calendar days if possible.  S/he will inform 
the employee in writing of the time and date and that they may ask a work colleague or College 
Union Representative to attend with them.  The Manager of Human Resources will be present at the 
meeting. 
   
1.4 Wherever possible appeal meetings should be chaired by somebody who has had no 
previous involvement in the case.  However, the small size and flat management structure of the 
College, as well as considerations of confidentiality, may mean that this is not always possible to 
arrange.  
 
2. At the appeal meeting 
 
2.1 the Chair of the Appeals Panel will ask the Director/Assistant Principal, as relevant,  to outline 
the reasons for the action taken to date. 
 
2.2 the employee or their College Union Representative will be asked to explain the grounds for 
appeal and any special circumstances which may exist 
 
2.3 the panel will ask questions as appropriate  
 
2.4 the panel will adjourn to consider the evidence and to make a decision. 
 
The Chair will remind all involved of the importance of maintaining confidentiality about the 
issues involved and the process to date 
 
3. After the appeal meeting 
 
3.1 the employee, their work colleague or College Union Representative and the 
Director/Assistant Principal, as relevant, will be recalled, normally on the same day as the meeting, 
to be told of the decision of the Appeal panel. 
 

3.2 the Chair of the Appeal meeting will write, normally within 5 working days of the appeal 
meeting, to the employee and the Director/Assistant Principal, as relevant, to confirm the decision 
reached. 
 
3.3  Outcomes will be circulated to those present as soon as possible after the meeting, as 
appropriate. 
 
INDEPENDENT APPEALS An employee who is still dissatisfied with a decision made at a formal 
internal appeal meeting may have the legal right to take the issue to an independent appeal outside 
the College through ACAS and an Employment Tribunal.   
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 Appendix B 
 

Investigating alleged misconduct, harassment or grievances  

 
 
1. This appendix outlines guidelines on procedures which may be appropriate in carrying out 
formal investigations, internal and external, of suspected misconduct, harassment, or grievances.  
Prompt action is important.  The person to whom a complaint is made should contact their Line 
Manager and the Human Resources Manager for advice on who should carry out the investigation.   
 
1.1 An investigator should normally be someone who has had no connection with the case.  On 
occasion it may be necessary to appoint an external person to conduct an investigation, for example, 
in a case of alleged racial harassment, an external person or organisation with experience in this 
field may be best placed to investigate.   
 
1.2 An investigation needs to be focused and comprehensive.  Its objective is to take a 
reasonably considered view as to the likely facts and whether there is a case to answer.  Its aim is to 
find out as much as possible about what happened.  Investigations, both internal and external, 
should comply as far as possible with the Rules of Natural Justice.  As a minimum, these rules state 
that an individual should be told of the nature of their alleged misconduct, of their right to be 
accompanied at the investigation by a College Trade Union representative or work colleague, and 
given a chance to state their case before any decision is made. 
 
2. Preparation for an Investigatory Interview 
 
2.1 An investigator should ensure the following: 
 
 That the person against whom a complaint has been made, is told of the nature of the complaint 

and give them a copy of the relevant policy and procedure (eg harassment, grievance or 
disciplinary) 

 Identify the key issues to be investigated, e.g. was there a breach of procedure, by whom, and 
when? 

 Identify the people to be interviewed  
 Ascertain the policies, rules or procedures which are at issue, obtain a copy of them and check 

whether the employee/s involved have been given them and, if so, when 
 In consultation with the Human Resources Manager decide whether, to relieve the stress and 

pressure on one or both parties or to ensure the smooth progress of the investigation, a person 
under investigation should be redeployed elsewhere in the College or removed from the College 
during the investigation.  If an employee is suspended, the suspension should be on full pay and 
in these circumstances represents neutral action. 

 If the case involves a complaint relating to one of the protected characteristics, somebody who is 
a member of the College Equality and Diversity Group should normally be involved.  Where the 
complaint relates to sexual harassment, two investigators representing both genders should carry 
out the investigation  

 Consider the following factors relating to any employee: 
 - age, start date and length of service/study 
 - current position and time in that position (if an employee) 
 - any live disciplinary warnings 
 - medical or domestic circumstances 
 If a search of an individual’s desk, cupboard etc is needed, obtain their consent to do this and 

ensure that the search is done in their presence and that of a witness.  
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  Decide the order of people to be interviewed.  Normally this will be: 
- the person who raised the issue: and 

- the person alleged to have acted incorrectly 
- anybody named by the employee/any other person as relevant to the issue 

 Arrange suitable accommodation so that the meeting can be held in private, inform those to be 
interviewed of time and place, and arrange for someone to take concise notes of the meeting/s 
(N.B. witness statements may be used where they are felt to be useful) 

 Ensure that the meeting is expressly described as an “investigatory interview” 
 Ensure interviewees know they have the right to be accompanied by a work colleague or College 

Union Representative 
 Take into account and plan to accommodate any difficulties in understanding or answering 

questions which may arise for an interviewee with a disability  
 
3. Conduct of Investigatory Interviews 
 
Investigators should: 
 
 Introduce the meeting as an “investigatory interview” 
 Introduce all people present 
 Defer an interview if it is apparent that the interviewee is incapacitated due to illness or other 

reason and make a note of the reason for deferment 
 Tell the employee that the meeting will be digitally recorded, if relevant 
 Clarify that anyone accompanying an interviewee may not answer questions on the latter’s 

behalf, though they may offer advice on whether a question should be answered and on whether 
the questioning is fair 

 Clarify that the interviewee has a right to remain silent or to decline to answer questions or to end 
an interview 

 Clarify that the interviewee must not discuss the issues with anyone other than their 
college union representative or the work colleague accompanying them at the meeting 

 Describe the format of the meeting as follows: 
“I am going to explain the relevant issues, ask you some questions, note your replies, and 
then ask you to review the notes to see if they accurately record what was said” 

 Explain that at the end of the investigatory interview s/he will be asked to state whether or 
not they agree to their statement being disclosed either in its entirety or in an anonymised 
or reduced version, as appropriate, to all or any other parties involved in the investigation. 
(It may only be possible to obtain witness statements if witnesses feel assured of 
confidentiality, however, they should know that disclosure may be essential if evidence is 
to be relied upon and / or if the matter ever reaches an employment tribunal, there may 
come a time when the tribunal makes an order for disclosure of his/her statement in its 
entirety or an anonymised or reduced version of it, depending on the circumstances.  This 
is because any employee against whom a grievance, disciplinary or harassment claim has 
been raised may have a right to know the full case against him or her.  This may also 
apply to other parties to the investigation). 

 Ask clear and focused questions relevant to the investigation – preferably start with open 
questions.   Questions should never be leading, accusatory or intimidating.  All questions should 
be asked one at a time and only after the interviewee has finished replying to the previous one.  
Questions should not normally be repeated more than once.   

 Ask interviewees to comment on facts as they appear rather than speculate or theorise 
 Make an effort to understand every reply and seek clarification if necessary 
 In cases of suspected breach of procedure, ask the employee concerned: 
 - to explain the procedure 
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  - to explain its purpose and seriousness 
 - when s/he first knew of the procedure 

 - whether s/he know of anyone who has broken that procedure in the past 
 - whether s/he has always complied with it and, if not, when and why 
 After all questions and replies have been given, ask the interviewee to read the notes of the 

meeting, amend them if necessary, and to agree and sign (with a full signature) that they are 
accurate.  If there is a difference of opinion as to what was said, the notes should record this and 
be signed by both parties.  The investigator should record whether or not the interviewee 
agrees that his/her statement may be disclosed to all parties at later stages of the 
procedure, see also above. 

 
4. After the investigatory interview 
 
Investigators should: 
 
 In liaison with the Human Resources Manager, decide whether, after all interviewees have been 

seen, the investigation is complete and if not, arrange for further interviews or research into facts 
to be undertaken 

 In liaison with the Assistant Principal Human Resources, decide, if the investigation is complete, 
whether there is a case to answer  

 Prepare a short focused report (probably no more than two sides of A4) and attach it to any other 
individual’s written reports for the Human Resources Manager and the relevant person 
responsible for taking action on any recommendations made stating: 
- the dates of the investigation 
- the names of everyone interviewed 
- the key issues investigated 
- how the investigation was conducted 
- the evidence and information obtained and his/her evaluation as to likely facts 
- his/her view on whether there is a case to answer and what action, disciplinary or otherwise, 

is recommended 
 If evidence indicates that a criminal offence may have been committed, give urgent consideration 

to the need to refer the matter to the Police 
 Be prepared to explain and account for his/her investigation at any subsequent Grievance 

Meeting, disciplinary meeting or employment tribunal 
 Send the report to the Human Resources Manager.  The Human Resources Manager and the 

investigator, as necessary, will discuss the report with, the person to whom the complaint was 
made and / or their line manager and / or relevant member of SLT, as appropriate. 

 
Normally within 14 calendar days of the completion of the investigation, the Human 
Resources Manager, the person to whom the complaint was made and / or their line manager 
and/or relevant member of SLT as appropriate should: 
 

 consider the investigator’s report 
 decide what action is appropriate in the light of it 
 use his/her judgement to decide whether the investigation report and/or witness 

statements should be disclosed, to whom, in what format, and when.  S/he should 
follow the guidelines produced by the Information Commissioner to help decide 
whether a worker’s right to know what information is held about her/him and its source 
outweigh the right to privacy of a third party who may be identified through releasing 
the information.  

 write to the complainant with the outcomes of the investigation 
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  consider, in recognition that investigation procedures can be difficult and distressing, 
asking both parties if they would like a further meeting outside the procedure which 
may include discussion of: 
- Key issues/feelings/action points arising for them from the process  

  - Any support/information/mentoring needs including meetings with line managers, 
Human Resources team, staff counseling service, advice on employment rights. 
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TACKLING HARASSMENT AND BULLYING   Appendix C 

 

HNT OR GRIEVANC 

Tackling Harassment and Bullying 
 
Our Commitment 

  

We aim to provide an environment where everyone is treated with respect, and is free to work or 
study without fear of harassment, bullying or victimisation. At Worthing College this means: 
 

 Making sure that individuals feel able to report or challenge harassment without fear of 
ridicule or reprisal 

 Taking any incidents very seriously, especially those relating to a protected characteristic 
under the Equality Act 2010 such as age, gender reassignment, race, disability, religion and 
belief, sex or sexual orientation, as these are unlawful 

 Taking disciplinary action, in line with staff and student disciplinary policies & procedures, if 
investigations show that harassment has taken place.  Persistent or serious harassment may 
result in dismissal or expulsion 

 
Harassment not only has a detrimental effect on the individuals who experience it.  It can cause low 
morale among students and staff and damage the reputation of the college. 
 
What is Harassment? 
 
Harassment takes many forms and may be directed at one person or many people.  Harassment is 
“unwanted conduct 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”. Harassment applies to all protected characteristics except for 
pregnancy and maternity and marriage and civil partnership.  Protected characteristics covered 
therefore include age, disability, gender reassignment, race, religion and belief, sex, sexual 
orientation.  It is for individuals to decide what behaviour is acceptable to them and what is offensive 
or unwelcome.  Individuals will have different perceptions about this.  It is not, therefore, the intention 
of the perpetrator that is key in deciding whether harassment has occurred but whether the 
behaviour is unacceptable to the recipient.  Harassment may be repetitive or an isolated incident and 
may be: 
 

 Physical - contact, assault or gestures, intimidation or aggressive behaviour 
 

 Verbal - unwelcome remarks, suggestions, propositions, malicious gossip, jokes or banter 
  

 Non-verbal - offensive literature or pictures, graffiti and computer imagery, isolation or non co-
operation or exclusion from social activities 

 

 Bullying - persistent, offensive, abusive, intimidating or insulting behaviour, unfair sanctions or 
abuse of power or position.  Such behaviour makes the recipient feel upset, threatened, 
powerless, alone, humiliated or vulnerable and undermines their self-confidence.  It may also 
cause them to suffer stress. 
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 In applying the Equality Act 2010 to our harassment policy, the College recognises the following 
definitions of prohibited conduct: 

 
Direct discrimination, including association and perception 

 Direct Discrimination 

o Treating someone less favourably because of a protected characteristic 

 Discrimination by Association 

o Less favourable treatment because of the victim’s association with someone who has 
that characteristic (for example, carer of disabled child) 

 Discrimination by Perception 

o Protects employees who experience discrimination because they are wrongly thought 
to have a protected characteristic 

 
Indirect discrimination 

 Indirect discrimination occurs when a policy which applies in the same way for everybody has 
an effect which particularly disadvantages people with a protected characteristic, and 

 Is discriminatory if it cannot be shown to be a proportionate means of achieving a legitimate 
aim 

 It applies to all the protected characteristics, apart from pregnancy and maternity 
 

Gender re-assignment discrimination – absence from work 

 Treating someone less favourably for being absent from work because they propose to 
undergo, are undergoing or have undergone gender reassignment than they would be treated 
if they were absent because they were will or injured 
 

Harassment 

 Unwanted conduct which has the purpose or effect of creating an intimidating, hostile, 
degrading, humiliating or offensive environment 

o Applies to all characteristics apart from pregnancy/maternity and marriage/civil 
partnership 

 
Third Party harassment 

 Protects employees against harassment by customers and contractors 

 Liability arises where an employer becomes aware: 

o That an employee has been harassed on at least two occasions by a third party 

o They fail to take reasonable steps to prevent it happening for a third time 
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 Victimisation 

 When an employer treats someone less favourably because they have taken action under the 
legislation themselves or have helped someone else to do so 

 No protection if someone maliciously makes or supports an untrue complaint 

 Only an individual can bring a claim for victimisation 

 
Discrimination arising from disability 

 Treating a disabled person unfavourably because of something connected with their disability 

o It is unlawful if the person discriminating knows or could reasonably be expected to 
know about the disability 

o Discrimination is only justifiable if employer can show it is a proportionate means of 
achieving a legitimate aim 

 
 
We expect all our students and staff to: 

 Comply with the college values, beliefs and behaviours and be aware that harassment is not 
acceptable under any circumstances, and is likely to result in disciplinary action 

 

 Take seriously a complaint from anyone who claims they find your behaviour harassing, even 
if such behaviour would not have been unacceptable to you and you did not intend to cause 
offence 

 

 Speak out if you witness, or are aware of harassment, bullying, or discriminatory behaviour.  
Don’t assume it’s someone else’s responsibility 

 
 
 
What to do if you are suffering harassment: 
 
Don’t suffer in silence! 

 If possible, try to explain to the person you feel is harassing you that you find their behaviour 
unacceptable.  This may be enough to solve the problem. If you do not feel able to speak to 
the person, it might be easier to write or ask a friend to speak for you 

 Keep a note of the details and dates of any incidents, in case the behaviour persists 

 If the harassment has not been resolved through your informal approach, you should take the 
matter up formally.  Staff should normally speak to their line manager.   Once a complaint has 
been raised, it will be investigated thoroughly and appropriate action taken 

 You have the right to ask that your identity remain confidential.  The person against whom 
you are complaining has the right, however, to know the nature of the complaint and to put 
their version of events.  In all cases, we will deal with the matter as sensitively as possible. 

 
The college policy and procedure on harassment is available on the staff intranet. 
 


