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1.0 Purpose and Scope 
  

1.1 The University values its employees and is committed to providing a working environment 
free from victimisation and bullying and ensuring all its employees are treated, and treat 
others, with dignity and respect. 
 

1.2 This Policy has been adopted in accordance with the Employment (Bullying at Work) Act 
2014 (“Act”) which provides employees with certain statutory rights by prohibiting bullying 
and victimisation in their respective employment. This Policy covers victimisation and 
bullying which occurs at work and out of the workplace, such as on business travel or at 
University related events. It covers bullying and victimisation by staff (which may include 
consultants and contractors) and also by third parties such as students, suppliers or visitors.  

 

1.3 The University will not tolerate any form of bullying or victimisation which is in 
contravention of the Act. 

 

1.4 The University shall ensure that complaints will be taken seriously, investigated objectively 
and dealt with in confidence. 

 

1.5 This Policy does not form part of any employee's contract of employment and the 
University may amend it at any time. 

2.0 Responsibility 
  

2.1 The University Board of Governors have overall responsibility for this Policy but have 
delegated day-to-day responsibility for overseeing its implementation to the University 
Executive Team and University Human Resources (HR). 
 

2.2 University HR shall ensure that training has been (and, if not, will be) given to individuals 
who occupy any position of managerial authority or above within the University. In 
addition, questions about this Policy and requests for training or information on dealing 
with victimisation or bullying should be directed to the University HR, or any other 
University Executive Team member. 

 

2.3 This Policy will be reviewed every two years, or sooner if there is a change in the law, to 
ensure that it is compliant with the Act and amended where, and if, necessary, and its 
operation will be monitored annually by University HR.  The University Executive Team shall 
provide an annual report to the Board of Governors which will include a summary of all 
allegations/complaints (if any) made under this Policy including information on any 
complaints received and their respective outcomes. The names of the persons making the 
complaints shall be kept confidential unless that person agrees otherwise.  

 

2.4 University employees are invited to comment on this Policy and suggest ways in which it 
might be improved by contacting University HR. 

 

2.5 The University will also make arrangements to consult on the operation of this Policy, its 
implementation and any revisions of the Policy in light of how it operates in practice, with 
appropriate stakeholders. 

3.0 What is Bullying? 
  

3.1 Bullying is defined under section 4 of the Act as a person engaging in conduct that has the 
purpose or effect of causing another person to be alarmed, distressed, humiliated or 
intimidated. 
 

3.2 The University considers that bullying usually involves repeated incidents or a pattern of 
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behaviour which causes the other person to be alarmed, distressed, humiliated or 
intimated. Examples of bullying include, but are not limited to, the following: 

(1) persistent behaviour which is offensive, intimidating, abusive, malicious or insulting; 
(2) persistent unjustified criticism; 
(3) punishment imposed without justification; 
(4) changes in the duties or responsibilities of the employee, which are to that 

employee’s detriment and without reasonable justification or other lawful authority; 
(5) physical or psychological threats; 
(6) physical abuse such as assaulting an employee; 
(7) abusive, threatening or insulting words or behaviour; and  
(8) repeated shouting and swearing at an employee. 

 

3.3 Please note that bullying does not include reasonable action taken by the University 
relating to the management and direction of the employee or the employee’s employment. 
Examples of reasonable action include but are not limited to, the following: 

(1) legitimate, reasonable and/or constructive feedback/guidance of an employee's 
performance or behaviour, or  

(2) reasonable instructions given to employees during their employment, or  
(3) taking reasonable disciplinary action, will not amount to bullying.  

 

3.4 These actions are intended to assist the employee with their work. 

4.0 What is Victimisation? 
 

4.1 Victimisation is defined under section 5 of the Act. To summarize, it generally applies where 
a person (“A”) treats another person (“B”) less favourably than A would treat other persons 
in the same circumstances, by reason of the fact/knowledge/suspicion that B has: 

(1) brought or intends to bring, proceedings under the Act;  
(2) given or intends to give, evidence or information in connection with proceedings 

under the Act;  
(3) otherwise done or intends to do, any other thing under or by reference to the Act;  
(4) alleged or intends to allege that the employer/employee or any other person has 

contravened this Act.  
 

4.2 However, the definition of victimisation under the Act does not apply to the treatment of 
B by reason of any allegation/evidence/information given by B, if it was false and not made 
in good faith. 
 

4.3 Also refer to section 9 of this Policy as the employee may also be subject to action under 
the disciplinary procedure as set out in the HR and Employee Handbook (the “Disciplinary 
Procedure”) where applicable.  

5.0 Making a Complaint 
 

5.1 The Policy provides informal and/or formal procedures to follow in making a complaint. 
These procedures are available to all employees who wish to make a complaint. 
 

5.2 Where the complaint relates to a third party (for example, students, suppliers or visitors), 
please submit any complaint in writing to University HR or an Executive Team member who 
shall then consider what action may be appropriate to protect the complainant and anyone 
involved in accordance with section 8 of this Policy.  

 

5.3 The person making the complaint will be allowed to be represented by a representative of 
his/her choice at all stages of the process under this Policy, including any appeal. 
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6.0 Informal Steps 
 

6.1 An employee who feels that they (or any other person at the University) have been 
victimised or bullied, should consider whether they are able to raise the problem informally 
with the person responsible before they invoke the formal procedure under this Policy. It 
should be explained clearly to that person that their behaviour is unwelcome and 
unacceptable. This may resolve the situation, especially if the person involved was not 
aware that their behaviour was causing this offence and hopefully develop a greater 
understanding and agreement that such behaviour will cease. 
 

6.2 If this is too difficult or uncomfortable, the employee should speak to, University HR or a 
member of the Executive Team, who can provide confidential information and assistance 
in resolving the issue formally or informally. These informal steps may be done verbally or 
by written correspondence. Individuals involved should keep a note of the date and what 
was said or, if the complaint was put in writing, a dated copy of the written communication. 

 

6.3 If these informal steps are not appropriate, or have been unsuccessful, the complainant 
may consider making a formal complaint using the procedure set out below. Following this 
informal procedure does not prevent an employee from making a formal complaint. 
 

7.0 Procedure to Follow and Raising a Formal Complaint 
 

7.1 If an employee wishes to make a formal complaint under this Policy, please submit it in 
writing and marked for the attention of University HR. 
 

7.2 If the complaint relates to HR it may be submitted to any Executive Team member, or if 
an appropriate Executive Team member is not available it should be submitted in writing 
to the Chair of the Board of Governors.  

 

7.3 The written complaint should set out the full details of the conduct in question, including: 
(1) the name of the person alleged to have carried out the victimisation or bullying; 
(2) the nature of the alleged victimisation or bullying complaint; 
(3) relevant dates and times at which it occurred; 
(4) any evidence as appropriate; 
(5) the names of any witnesses or other people involved; 
(6) any action already taken by the complainant to stop the alleged victimisation or 

bullying (including, to the extent applicable, details of any informal complaint(s)). 
 

7.4 Any University team member from managerial level and above should be able to assist and 
inform any individual wishing to raise a complaint under this policy. 

8.0 Formal Investigation 
  

8.1 The University will investigate complaints in a timely and confidential manner. Individuals 
not involved in the complaint or the investigation should not be told about it. The 
investigation should be thorough, impartial and objective, and carried out with sensitivity 
and due respect for the rights of all parties concerned. 
 

8.2 University HR or the Executive Team will appoint an appropriate person to investigate 
(the “Investigator”) and such appointment will depend on the circumstances of the 
complaint which should be independent from the proceedings. The Investigator may, for 
example, be a representative of University HR, the Executive team, a manager of 
appropriate seniority or an external third party. The Investigator will interview the 
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relevant person(s) involved and seek to establish the facts including the intentions of the 
person alleged to have bullied or victimised the complainant, and the effect of the alleged 
actions on the complainant. 

 

8.3 Where the complaint is against an employee, the University may consider suspending 
that person or otherwise, or making other temporary changes to working arrangements 
pending completion of the investigation such as transferring the employee against whom 
the complaint has been made or the complainant to another department during this 
period. 

 

8.4 Where the complaint relates to a third party (for example, students, suppliers or visitors), 
University HR will consider what action may be appropriate to protect the complainant 
and anyone involved pending the outcome of the investigation, bearing in mind the 
reasonable needs of the University and the rights of that person. Where appropriate, the 
University will attempt to discuss the matter with the third party.  

 

8.5 University HR, Executive Team member, or other appropriate person to whom the 
complaint was made will aim to acknowledge the complaint in writing within 3 working 
days. 

 

8.6 The complainant will be invited to attend a meeting so that person can give their account 
of events and discuss their complaint. This process will usually take place within 10 
working days of receiving the complainant’s written complaint. However, this meeting 
will not take place until the Investigator has had a reasonable opportunity to investigate 
the matter. The complainant will be advised of their right to be represented by a 
representative of their choice at all stages of this formal process.  

 

8.7 The complainant must take all reasonable steps to attend the meeting. If the complainant 
cannot attend the meeting for reasons beyond their control, another date and time will 
be set as soon as possible. Not attending without good reason or persistent non-
attendance may result in matters being decided in the complainant’s absence.  

 

8.8 It may be necessary to interview witnesses to any of the incidents complained of. Where 
it is necessary to interview witnesses, the importance of confidentiality will be 
emphasised to them.  

 

8.9 The Investigator will also meet with the person complained of (who may also be 
accompanied by a representative who must respect the confidentiality of the 
investigation) and such person will be told the details of the allegations against them, so 
that they can have the opportunity to respond.  

 

8.10  Any person interviewed will be informed in writing of the date, time and place of their 
interview with the Investigator. Any person who is interviewed may be required to 
provide a written statement during the investigation. 

 

8.11 If any person attending a meeting requires any special arrangements to allow them to 
attend or better participate, this should be raised in advance with University HR. 

 

8.12 The Investigator will then aim to produce a written report of its findings within 10 working 
days of the completion of the investigation. A copy will be sent to the complainant and 
the person whom the complaint is brought against within a reasonable time thereafter. 
The investigation report may contain redacted names, or have sections removed before 
disclosing to concerned parties, so as not to identify third parties/witnesses if necessary. 
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9.0 Action following the Investigation 
  

9.1 If the Investigator considers that bullying or victimisation has occurred, prompt action will 
be taken to address it. 

 

9.2 If the person who is alleged to have victimised or bullied the complainant is a member of 
staff, the Investigator may recommend actions including, but not limited to, the following: 
 that the matter be dealt with as a case of possible misconduct or gross misconduct 

under the Disciplinary Procedure, and/or  
 other action to resolve the complaint in accordance with the Disciplinary Procedure. If 

the person alleged to have been victimised or bullied is a third party (such as a supplier 
or visitor) the University would determine the appropriate action accordingly. 

 
9.3 The University will consider what action would be appropriate to deal with the bullying or 

victimisation. The Investigator may conclude that no bullying or victimisation has occurred 
and that no further action is required and the University may determine no further action 
is required. 
 

9.4 Whether or not an employee’s complaint is upheld, the University will consider how best 
to manage any ongoing working relationship between the employee and the person 
concerned. It may be appropriate to arrange some form of mediation and/or counselling, 
or to change the work duties, location or reporting lines of one or both parties. 

 

9.5 Any employee who deliberately provides false information or otherwise acts in bad faith as 
part of an investigation may be subject to action under the Disciplinary Procedure. 

 

10.0 Appeals 
 

10.1 If an employee is not satisfied with the outcome of an investigation into a formal complaint, 
he/she may submit an appeal in writing and by email. The investigation report will specify 
the name of the person (“Relevant Person”) to whom the appeal should be sent who shall 
be impartial and not previously involved in this complaint. 
 

10.2 The employee should set out the full grounds of appeal and the employee must ensure that 
he/she submits the notice to appeal the decision within 10 working days of receipt of the 
investigation report.  

 

10.3 If the Relevant Person considers there are grounds for an appeal – the University may seek 
legal advice to assist the Relevant Person to determine if there are acceptable grounds for 
appeal – they will proceed to hold an appeal meeting to consider the grounds of appeal, 
usually within 10 working days of receiving the written appeal. The Relevant Person may 
ask anyone previously involved to be present and the employee may bring a representative 
to this appeal meeting.  

 

10.4 The University will confirm the final decision in writing, usually within 10 working days of 
the appeal hearing. There is no further stage under this procedure once the appeal has 
been decided.  

 

11.0 Support for those Involved 
 

11.1 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 
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retaliated against or victimised someone in this way will be subject to disciplinary action 
under the University Disciplinary Procedure. 

 

11.2 The University can arrange access to confidential counselling, via the Citizens Advice 
Bureau on request for anyone affected by, or accused of, bullying or victimisation. This 
should be requested in writing to University HR or any Executive Team member. 

 

12.0 Confidentiality and Record Keeping 
 

12.1 Confidentiality is an important part of the procedure provided under this Policy and any 
information gathered in the handling of a complaint will be treated sensitively. Details of 
the investigation and the names of the person making the complaint and the person 
accused must only be disclosed on a "need to know" basis and it follows that certain 
information will have to be shared as part of the informal/formal procedures above. Breach 
of confidentiality may give rise to disciplinary action under the University Disciplinary 
Procedure. 
 

12.2 Information about a complaint by or about an employee may be placed on the employee's 
personal record, along with a record of the outcome and of any notes or other documents 
compiled during the process. These will be processed in accordance with the University 
Data Protection Policy. 

 

13.0 Monitoring and Reviewing 
  

13.1 The operation of the Policy will be  monitored annually by University HR and the Policy 
will be reviewed  every  two  years, or sooner if there are any changes to the Act. 
 

 
 


