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1. Purpose 
 

 Worcester City Council aims to foster a fair and inclusive working 1.1
environment that enables everyone to feel they can contribute at work and 
be treated with dignity and respect.  

 
 We fully support the right of all people to be treated with dignity and respect 1.2

at work and not to be subject to any form of unacceptable behaviour, 
including bullying, harassment and/or victimisation and we expect everyone 
working at the Council (or attending any work related event or on business 

trips) to behave respectfully towards others and never act in a way that could 
be regarded as unwanted behaviour  

 
 The purpose of this policy is to help prevent the occurrence of bullying, 1.3

harassment and/or victimisation in the workplace, and to provide guidance 
on how to resolve incidents or complaints both informally and formally, 
should such unwanted behaviour occur.  All allegations of bullying, 

harassment and/or victimisation will be investigated and if appropriate, 
disciplinary action will be taken.  This could include dismissal for serious 

offences. 

2. Scope 
 

We all have a clear role to play in helping to create a climate at work in 
which bullying, harassment and/or victimisation is unacceptable. We should 

all behave appropriately, abide by the Council Values and our Employee Code 
of Conduct and act positively, swiftly and appropriately to address any 

reported incidents or complaints. 

3. Exclusions 
 

Duty to Manage: All managers are responsible for ensuring that employees 
perform to an acceptable standard, aligned with our Competency Framework, 

Corporate Values and Employee Code of Conduct.  Legitimate, justifiable, 
appropriately conducted monitoring and management of an employee’s 

behaviour or job performance within good management practice does not 
constitute bullying, harassment and/or victimisation.  
 

Third party harassment: Worcester City Council has an obligation under the 
Equality Act 2010 to take reasonable and proportionate steps to prevent 

harassment of employees by people who do not work for the Council (such as 
customers, visitors or clients). Employees need to make their manager aware 
of any such incidents by completing a Health & Safety Incident/Event Form 

which can be found on STAFFROOM.  Please send a copy to 
healthandsafety@worcester.gov.uk  and people.services@worcester.gov.uk. 

Managers need to take reasonable steps to prevent it from happening again. 

4. Definitions and the Law 

4.1. Harassment: as defined in law is “unwanted conduct related to a relevant 
protected characteristic or of a sexual nature, which has the purpose or effect 

of violating an individual’s dignity or creating an intimidating, hostile, 
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degrading, humiliating or offensive environment for that individual”.  The 
protected characteristics are: age, disability, gender reassignment, marriage 

and civil partnership, pregnancy and maternity, race, religion or belief, sex or 
sexual orientation.  

4.2. Bullying: There is no statutory definition of bullying; however, it can take 

the form of someone exercising power over another person through a 
negative act or acts that undermine the individual personally and/or 

professionally. ACAS (Advisory, Conciliation and Arbitration Service) 
characterises bullying as offensive, intimidating, malicious or insulting 
behaviour, and/or an abuse or misuse of power through means that 

undermine, humiliate, denigrate or injure the recipient. 

4.3. Victimisation: Victimisation occurs when a person is treated less favourably 

because that person has made a complaint of discrimination or harassment, 
has acted as a witness in connection with such a complaint, or has been 

involved or intends to be involved in any way in such a complaint. Anyone 
found to have victimised a person may be subject to disciplinary action, up to 
and including summary dismissal 

5. The Legal Position 
 

5.1. Harassment: The Equality Act 2010 places a legal obligation on employers 
to ensure that harassment on the grounds of protected characteristics (as 
defined above) does not take place at work.  Employees are able to complain 
of behaviour that they find offensive even if it is not directed at them.  In 

addition, the complainant need not possess the relevant characteristics 
themselves and can be because of perception or association.  

5.2. Bullying: It is not possible to make a direct complaint to an Employment 
Tribunal about bullying.  However bullying might feature as an example of 
behaviour that gives rise to a potential claim of discrimination where the 

claimant can demonstrate a protected characteristic or in claims of 
constructive unfair dismissal. 

5.3. Victimisation: Less favourable treatment does not need to be linked to a 
protected characteristic. 

5.4. Examples of unacceptable behaviour include, but are not limited to: 
 

 
• Spreading malicious rumours, or insulting someone by word or behaviour 

• Copying memos that are critical about someone to others who do not 
need to know 

• Ridiculing or demeaning someone – picking on them or setting them up 

to fail 
• Exclusion or victimisation  

• Overbearing supervision or other misuse of power or position  
• Unwelcome sexual advances – touching, standing too close, display of 

offensive materials, asking for sexual favours, making decisions on the 

basis or sexual advances being accepted or rejected 
• Making threats or comments about job security without foundation 

• Deliberately undermining a competent worker by overloading or constant 
criticism  
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• Preventing individuals progressing by intentionally blocking promotion or 
training opportunities  

6. Dealing with Bullying, Harassment and/or Victimisation 
 

6.1. Some people are unaware that their behaviour in some circumstances is 
bullying, harassment or victimisation. If it is clearly pointed out to them that 
their behaviour is unacceptable, the problem can sometimes be resolved. 

With this in mind, this policy includes informal as well as formal action to 
deal with complaints of bullying, harassment and/or victimisation. 

 
Informal Procedure 
 

i. Record:  Complainants are advised to keep a diary of all incidents – 
records of dates, times, any witnesses, their feelings etc.  Keep copies of 

any correspondence that may be relevant.  
ii. Explain:  Complainants need to explain how the unwanted behaviour is 

making them feel; explain how it is interfering with their work or life 

outside work and ask for it to stop.  This could be done in writing if that 
is felt to be easier.  The complainant should keep a record of the 

discussion or a copy of the letter sent to the alleged harasser.  
iii. Support:  It is recognised that this approach may not always be 

appropriate, particularly if the employee feels scared or threatened by 
the behaviour of the alleged bully or harasser.  If this is the case, the 
initial approach may be made with the support of a trusted colleague, 

manager, Trade union representative or member of People Services on a 
strictly confidential basis.   

iv. Employee Assistance Programme: Employees may benefit from the 
Council’s employee assistance programme for independent and 
confidential advice and support (details are available on STAFFROOM or 

The Benefits Suite). 
 

Formal Procedure 

 

6.2. If informal action has failed to resolve matters or if the allegations of 
bullying, harassment and /or victimisation are so serious it is inappropriate to 
be addressed informally (e.g. sexual assault allegation), formal procedures 

will apply. 
 

i. Written complaint:  The complaint of harassment, bullying and/or 
victimisation should be made in writing to the appropriate line manager 
(or the next level manager, if the immediate line manager is the alleged 

harasser) and it should also be copied to People Services.  If the 
complainant has difficulty writing, they may discuss this with the 

appropriate line manager who should make notes on their behalf.  
ii. Details: The written complaint should contain the identity of the 

harasser(s), full details of the nature of the harassment or bullying 

including dates, names of any witnesses and any other relevant details.  
The written complaint should also outline what informal attempts have 

been made to deal with the situation.  
iii. Investigation: The manager in consultation with People Services will 

appoint an Investigating Officer, who will be supported by a HR Officer, to 
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meet with the Complainant and alleged harasser separately to investigate 
the full details of the allegation.   

iv. Representation:  Both the complainant and the alleged harasser have 
the right to be accompanied by a trade union representative or work 
colleague at meetings throughout the formal procedure. 

v. Separation:  If the complainant and the alleged harasser work together, 
consideration will be given whether the two parties should be separated 

during the investigation.  The manager in conjunction with People 
Services will decide if this is appropriate, although consideration will need 
to be given to the practicality and whether it can be accommodated 

within the Service needs. 
vi. Suspension: It may be appropriate to suspend the alleged harasser 

from duty whilst the investigation is being carried out, although this must 
only be considered as a last resort. 

vii. Responding to Counter Allegations: Where a counter complaint is 
made following a formal complaint of bullying, harassment and/or 
victimisation, both complaints will be investigated simultaneously by the 

same Investigating Officer, if practicable 
viii. Conclusion of Investigation:  Once the investigation is concluded, the 

Investigating Officer will produce a detailed report which will be 
submitted to the manager who initiated the investigation without 
unreasonable delay.  The Investigating Officer will meet with the 

complainant to communicate the outcome of the investigation, which will 
also be confirmed in writing. 

ix. Moving Forward: The line manager will also meet with the complainant 
to draw a line under the incident and ensure there are no further issues 
that need to be addressed 

 

7. If an allegation of harassment, bullying and/or victimisation is not upheld: 
 

7.1. Meeting: The Manager / Investigating Officer will meet with the alleged 
harasser and confirm the conclusion of the investigation 

7.2. Counselling or mediation: may be considered to support the working 
relationship in the future, if appropriate and requested.  

7.3. Applications to transfer: to an alternative post will be subject to standard 

recruitment processes which include open competition 
7.4. Right of appeal: The complainant has the right to appeal against the way in 

which the investigation was conducted via the Grievance Procedure. 
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8. If an allegation of harassment, bullying and/or victimisation is upheld: 

 

8.1. Meeting: The alleged harasser will be informed of the outcome of the 
investigation and will be advised that further action will taken be in line with 
the Disciplinary Policy, which may include a ‘letter of concern’ or attendance 

at a formal disciplinary hearing.  Serious allegations deemed as gross 
misconduct could lead to summary dismissal.  

8.2. Counselling or mediation: may be considered to support the working 
relationship in the future, if appropriate and requested. 

8.3. Relocation: If this proves necessary and can be accommodated by the 

Service, the alleged harasser and not the complainant may be relocated 
unless the person complaining requests otherwise.  

 

9. Malicious Claims 

 

9.1. All complaints of harassment, bullying and/or victimisation will be treated 
within the context of the right of each individual to be treated with dignity 

and fairness.  Staff with genuine complaints are encouraged to raise them 
without fear of recrimination. 
 

9.2. If investigation reveals that the complaint was not made in good faith and or 

made with malicious intent, a separate disciplinary investigation will be 
considered.    
 

10. Confidentiality 
 

All complaints raised in line with this policy, associated correspondence and 
interviews will be treated in strict confidence.  Breaches in confidentiality will 

be subject to disciplinary action.   
 

11. Related Documents 
 

• Employee Terms and Conditions  

• Grievance Procedure 

• Disciplinary Policy/Procedure 

• Capability Procedure 

• Whistleblowing Policy 

• Recruitment Policy and Procedure 

• Employee Code of Conduct 

• Equality and Inclusion Strategy 

• People Strategy



Worcester City Council 
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12. Appendix – Procedural Flowchart  
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harassed or victimised 

Employee attempts to resolve matters directly with 

alleged harasser (or with support from a trusted 

colleague, manager, trade union representative or 

member of People Services, on confidential basis.) 

Employee keeps a written record of the issues 

and attempts to resolve informally 

INFORMAL  ACTION  

Issue not resolved 
Issue resolved 

No further action required 
Employee submits detailed written complaint to line 

manager (or next level manager, if line manager is 

the alleged harasser) 

FORMAL  ACTION  

In serious cases of 

bullying, harassment 

or victimisation, the 

informal action may 

be by-passed 

Investigating Officer supported by People Services 

investigate with both parties, who may be 

represented.  An Investigation report is produced.  

Disciplinary procedure 
Upheld Not Upheld 

Return to work, 

counselling/mediation considered 

Separation of the 

complainant and the 

alleged harasser, if 

appropriate 

 


