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Our values
Our vision is to give every child the best start in life. This is achieved by
supporting the delivery of the highest standards of quality childcare
whilst ensuring that we are an integral part of parents support network.

Care - We take care of the children entrusted to us and our dedicated 
 staff. All are appreciated and diversity is valued.

Quality - We maintain the highest standards in care and safety and 
  provide exceptional early years education

Service - We provide exceptional service and are integral to supporting 
  parents bringing up children

Value - We provide outstanding value for our families



Bullying and Harassment Policy
HR policy

HR policy - Bullying and Harassment Policy August 2021 2

Introduction 

The Company recognises that all employees have the right to be treated with consideration, dignity and 
respect and is committed to providing safe, secure and supportive working environments, which are free 
from all forms of harassment, intimidation or bullying. 

The Company is committed to tackling all forms of offensive behaviour and this policy and procedure sets 
out the informal and formal process for dealing with bullying and harassment within the workplace. 

The Company views bullying, harassment or unfair treatment as wholly unacceptable behaviour, which 
contravenes the Company’s Culture.

Purpose

The purpose of this policy and procedure is to support a working environment and culture in which 
bullying and harassment is known to be unacceptable and where individuals are confident enough to 
bring complaints without fear of victimisation or reprisal.

To provide information for employees about the type of behaviour that is unacceptable, and alongside the 
Grievance Policy and Speak Up Policy offer a range of support mechanisms for those who believe they are 
victims of bullying or harassment to raise concerns and seek resolution. 

Recognising Bullying and Harassment  

Bullying and harassment in the workplace means any unwelcome and unwanted behaviour which may be 
an isolated incident or repetitive, it may also occur against one or more individuals and contravenes the 
Company’s Equality, diversity and Inclusion Policy.

The Equality Act 2010 defines harassment as, ‘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 to that individual’.

Bullying is usually (but not exclusively) repeated and persistent behaviour, which is offensive, abusive, 
intimidating, malicious or insulting. 

Bullying and Harassment can take many forms (this list is not exhaustive): 

• Verbal or written

• Unwanted physical contact

• Isolation - for example, Ignoring or excluding an individual out of a conversation/activity intentionally  
 or withholding information.

• Cyber Bullying - for example Facebook, texts, emails, Twitter. 

• Displaying sexual or embarrassing images of an individual.

• Intrusions by pestering, following or spying.

• Coercion.



Bullying and Harassment Policy
HR policy

HR policy - Bullying and Harassment Policy August 2021 3

Harassment because of perception and/or association

An employee is also protected from harassment because it is believed they possess the relevant protected 
characteristic (perception) as outlined in the Equality Act 2010. They are also protected if they associate with 
another person who possesses a protected characteristic (association). 

Appendix 1 outlines the protected characteristics and provides some examples of harassment and bullying. 

Bullying or harassment may be intentional or unintentional. It is not the intention of the perpetrator that 
is key to deciding if harassment and bullying has occurred, but whether the behaviour is acceptable by 
reasonable normal standards and is disadvantageous or unwelcome to the person or people subjected to it 
or witness to it.

Victimisation

Under the Equality Act 2010 victimisation occurs when an employee is subjected to a detriment, such as 
being denied a training opportunity or a promotion because they made or supported a complaint or raised 
a grievance, or because he or she is suspected of doing so or being about to do so. The Company will ensure 
that complaints of victimisation following reported incidents of bullying or harassment are investigated and 
dealt with appropriately.

An employee may find behaviour offensive and make a complaint even if the conduct is not directed at them 
and they need not possess the relevant protected characteristics themselves.

If an employee gives false evidence or makes an allegation in bad faith, then they are not protected from 
victimisation under the Act.

Electronic / Cyber Bullying 

Electronic / Cyber bullying is a term used to refer to any form of bullying through, and with the use of, 
electronic media such as smartphones, tablets, social networking sites, messaging apps, gaming sites, 
Facebook, chat rooms, Instagram etc. 

Electronic / Cyber bullying can affect people from any age or walk of life who all feel very distressed and 
alone when being bullied online.  For many it can affect their everyday lives and is a constant source of 
distress and worry.

In sending emails all employees should consider the content, language and appropriateness of such 
communications.  

The following guidance is also relevant for all employees: 

• avoid using language which could be deemed to be offensive to others in a face-to-face situation, as  
 the impact on an individual will be much the same. 

• avoid forming or joining an online group that isolates or victimises any colleague, or group of employees 
 of the Company or its contractors.

If instances of what might be online harassment or bullying are reported, they will be dealt with in the same 
way as if they had taken place face-to-face.

Appendix 2 outlines the different types of cyber bullying for reference and clarification.
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Process

The purpose of this procedure is to ensure that the complaints or concerns of employees are properly 
considered and resolved and that settlement of the complaint is resolved as soon as possible. Unless in 
exceptional circumstances, employees should raise their complaint within 4 weeks of the incident(s)/complaint 
taking place.

Reporting Bulling and Harassment 

An employee must report any allegations of bullying and harassment directly to their line manager. They can 
do this in writing or face to face however they feel comfortable. The Line manager will follow the grievance 
policy and procedure to ensure that allegations are fully investigated, and the employee is protected against 
further unwanted behaviour.  Upon Conclusion the manager will confirm their findings in a letter to the 
employee.

The disciplinary policy must be followed where allegations are substantiated.

Confidentiality 

All employees involved with investigation(s) and any subsequent process are required to respect the need for 
confidentiality. 

All complaints associated correspondence and interviews will be treated in strict confidence. Breaches in 
confidentiality will be subject to disciplinary action. 

Support and Advice 

For those involved in bullying and harassment complaints there is a range of support and advice available, 
including Human Resources and the Company’s Employee Assistance Programme.
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Appendix 1 – Protected Characteristics 

Protected characteristics under the Equality Act:

• Race, including colour, nationality and ethnic or national origins

• Gender reassignment

• Sex

• Sexual orientation

• Marriage and civil partnership

• Pregnancy and maternity

• Disability, sensory impairments or learning difficulties

• Age

• Religion or belief

In addition to the Equality Act individuals can be subject to harassment on the grounds of membership, or 
non-membership, of a trade union. Employees are also protected from harassment because of perception 
and association.

Examples of Bullying and Harassment - Please note that this list is not exhaustive.

Examples of sexual harassment

• lewd comments leering, whistling or making sexually suggestive comments or gestures or innuendoes

• unwelcome sexual advances and/or flirting after it has been made clear that such suggestions  
 are unwelcome

• the worsening of conditions after a rejection of sexual advances

• the display of pornographic or sexually suggestive pictures/pin ups, sexually suggestive subjects or 
 offensive objects or written materials

• invasion of personal space

• unwelcome remarks about a person’s dress or appearance

• unwanted, non-accidental physical contact ranging from unnecessary touching, e.g., patting, pinching 
 or brushing against a colleague’s or member of staff’s body to assault and coercing sexual relations

Examples of racial harassment

• the display or sending of offensive letters, e-mail messages, text messages or publications, racist 
 graffiti or threatening behaviour

• racist language and racist jokes or derogatory statements about national origin

• racist graffiti or the display of racially offensive material

• physical attacks on individuals or their property because of their race or ethnicity

• racists e-mail messages or text messages

• open hostility to colleagues/employees from a particular racial group
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Examples of harassment on the grounds of disability

• unwanted comments on any employment aids used

• patronising remarks, belittling comments or assumptions based on the person’s disability mimicking  
 the particular disability

• exclusion from conversation or social activities

• offensive e-mail messages or text messages

Examples of harassment on the grounds of religion or belief

• offensive comments or language

• exclusion from social activities

• physical attacks on individuals or their property because of their religion or belief

• offensive e-mail messages or text messages

Examples of harassment on the grounds of sexual orientation

• offensive comments or language

• offensive jokes based on an individual’s sexuality

• exclusion from social activities

• physical attacks on an individual or their property because of their sexuality

• offensive e-mails or text messages

Example of harassment when the protected characteristic is not held by the employee

• offensive comments or language directed at an employee with a disability which another employee 
 finds offensive and has the effect of creating an offensive environment for them

Example of harassment when the protected characteristic is perceived to be held by an employee

• continually making homophobic comments and inappropriate behaviour towards an employee who 
 is heterosexual is harassment on the grounds of sexual orientation

Forms of Bullying

• shouting at a colleague or employee

• personal attacks on a colleague’s contribution, such as ignoring a colleague’s opinion, criticizing a 
 colleague in their presence in front of others

• withholding information with the intention of deliberately affecting a colleague’s performance

• non-co-operation or isolation

• open hostility to a colleague, parent or employee

• spreading malicious rumours/making malicious allegations, including unwarranted allegations of 
 harassment, made with malicious intent or bad faith inappropriate use of Social Media
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Appendix 2 – Types of Cyber Bullying

There are many ways of bullying someone online and for some it can take shape in more ways than 
one.  Some types of cyber bullying are:

Harassment

The act of sending offensive, rude, and insulting messages and being abusive.  Nasty or humiliating 
comments on posts, photos and in chat rooms, Being explicitly offensive on gaming sites.

Denigration

When someone may send information about another person that is fake, damaging and untrue. 
Sharing photos of someone for the purpose to ridicule, spreading fake rumours and gossip.

Flaming

When someone is purposely using extreme and offensive language and getting into online arguments 
and fights.  They do this to cause reactions and enjoy the fact that it causes someone distress.

Impersonation

When someone will hack into someone’s email or social networking account and use the person’s 
online identity to send or post vicious or embarrassing material to or about others.

Outing & Trickery

When someone may share personal information about another or trick someone into revealing secrets 
and forward it to others.  This may also include private images and videos.

Cyber Stalking

The act of repeatedly sending messages that include threats of harm, harassment, intimidating 
messages, or engaging in other online activities that make a person afraid for his or her safety.

Exclusion

When others intentionally leave someone out of a group such as group messages, online apps, gaming 
sites, and other online engagement.  This is also a form of social bullying.

Bullying by Spreading Rumours & Gossip

This is anything that is posted online that is nasty that can be seen by lots of people and then shared.  
It is usually done by people known to you and often contains personal information.

Threatening Behaviour

Anyone making threats to you on the internet could be committing a criminal offence, which could 
be against the 1997 Harassment Act.  It is against the law in the UK to use the phone system, which 
includes the internet, to cause alarm or distress.

Blackmail & Grooming

Both criminal offences that can lead to a jail term.


