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1 Introduction 
  
1.1 Caledonia Housing Association Group (“the Group”) is committed to maintaining a working 

environment in which the rights and dignity of all employees are respected. All employees have 
a right to work in a safe environment and to be protected from all forms of bullying and 
harassment. 

 
1.2 The Group is committed to sustaining and promoting an organisational culture based around 

ensuring respect, fairness and understanding. Similarly the Group is compelled to valuing and 
embracing diversity and eliminating discrimination and to ensure these commitments are 
evident throughout every aspect of our business and our activities.  

 
1.3 Therefore all employees are expected to treat each other with respect, courtesy and 
 consideration and we each have the right to expect professional behaviour from others, and 
 a corresponding responsibility to behave professionally towards others.  
 
1.4 Harassment is a serious offence which is subject to the relevant Association’s disciplinary 

procedures. Complaints of harassment, bullying or other inappropriate behaviour will be 
investigated promptly in line with the appropriate procedures. Harassment or bullying by an 
employee will be treated as misconduct under the relevant Disciplinary Procedure.  In some 
cases, it may amount to gross misconduct leading to summary dismissal. 

 
1.5 Particular attention should be paid by Directors and Managers and others with line 
 management roles, who have responsibility to make employees aware of the policy, to be 
 alert to conduct or behaviour that may be construed as bullying or harassment, and to take 
 prompt action to stop such behaviour as soon as it is identified. 
 
2 Application and Scope 
 
2.1 This policy and procedure applies to all employees, volunteers and governing body members 

of the Group. 

 
2.2 This policy and procedure covers harassment and bullying which occurs both in and out the 

workplace, such as at events or work-related social functions.   
 
2.3 The Group will make every attempt to resolve workplace problems using internal procedures.  

 
2.4 This policy and procedure does not form part of contracts of employment and the Group may 

amend it at any time or depart from it where it is considered appropriate. 

 
3  General Principles 

3.1 All complaints regarding harassment or bullying against a single individual will be dealt with 
under this policy. Actions in relation to complaints will follow the procedures laid down in the 
relevant Association’s Grievance Policy and Disciplinary Policy as appropriate. 

3.2 Complaints about alleged malpractice or impropriety within the Group should be dealt with 
under the Whistleblowing Policy. 

3.3 Complaints concerning the Chief Executive will be handled under the Serious Complaint 
Against the Chief Executive Policy and Procedure. 

 
3.4 Furthermore, any serious complaints, allegations, investigations or disciplinary action relating 
 to the Executive Management Team, will be handled in accordance with the Notifiable 
 Events Policy, and the Scottish Housing Regulator guidance note on Notifiable Events 
 detailed therein. 
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3.5 Providers of services to the Group will also be required to work to the principles of this policy, 

where relevant, as will other third parties such as clients and other visitors to our premises. 

4 The legal position 

4.1 Harassment is held to be discrimination under the Equality Act 2010. As well as protecting 
 against harassment and victimisation, the Equality Act 2010 has harmonised the provisions 
 for discrimination based on association or perception and indirect discrimination and 
 protects against discrimination based on any of the following characteristics: age, disability, 
 gender reassignment, marriage or civil partnership, pregnancy or maternity, race, religion or 
 belief, sex and sexual orientation. 

4.2 Harassment is also prohibited under the Criminal Justice and Public Order Act 1994, which 
makes intentional harassment a criminal offence. The Protection from Harassment Act 1997 
makes it a criminal offence to pursue a course of conduct, which amounts to harassment of a 
person, or which causes a person to fear that violence will be used against them or to cause 
them alarm or distress.   

4.3 Under the Health and Safety at Work Act 1974 staff are entitled to a safe place and system of 
work. 

4.4 Individual members of staff may in some cases be legally liable for harassment of colleagues 
or third parties, and may be ordered to pay compensation by a court or employment tribunal. 

5 Definitions of harassment and bullying 
  
5.1 Harassment  
 
 Harassment is unwanted physical, verbal or non-verbal conduct related to a relevant 
 protected characteristic (as stated within the Equality Act 2010), 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.  It also includes treating someone 
 less favourably because they have submitted or refused to submit  to such behaviour in the 
 past.   

 
5.2 Unlawful harassment may involve conduct of a sexual nature (sexual harassment), or it  may 
 be related to age, disability, gender reassignment, marital or civil partner  status,  pregnancy 
 or maternity, race, colour, nationality, ethnic or national origin, religion or belief, sex or sexual 
 orientation. Harassment is unacceptable even if it does not fall within any of these 
 categories. 

  
5.3 Bullying and/or harassment may be by an individual against an individual (perhaps by 
 someone in a position of authority such as a manager or supervisor) or involve groups of 
 people. It may be obvious or it may be insidious. Whatever form it takes, it is unwarranted 
 and unwelcome to the individual. It may also involve repeated forms of unwanted and 
 unwarranted behaviour, but a one-off incident can also amount to harassment.  
 
5.4 Reasonable and proper management instructions administered equitably and fairly, or 
 reasonable and proper review of an employee’s work and/or performance will not constitute 
 harassment or bullying.  
 
5.5 Bullying  
 

Bullying is a form of harassment. It may be characterised by offensive, intimidating, malicious 
or insulting behaviour, or misuse of power that can make a person feel vulnerable, upset, 
humiliated, undermined or threatened or denigrate or injure the recipient.   



4 

 

5.6 Behaviour  
 
 Examples of behaviour which may amount to harassment and bullying include (but are not 
 limited to) the following: 

  
• 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; 
• unfair treatment; 
• overbearing supervision or other misuse of power or position; 
• unwelcome sexual advances – touching, standing too close, the display of offensive 

materials, asking for sexual favours, making decisions on the basis of sexual advances 
being accepted or rejected; 

• making threats or comments about job security without foundation; 
• deliberately undermining a competent worker by overloading and constant criticism; 
• preventing individuals progressing by intentionally blocking promotion or training 

opportunities. 
 
5.7 Bullying and harassment situations are not necessarily face to face. They may also occur in 
 written  communications, electronic (e)mail, phone, and automatic supervision methods such 
 as computer recording of downtime from work or the number of calls handled if these are not 
 applied to all workers. 
 
5.8 Bullying and harassment make someone feel anxious and humiliated. Feelings of anger and 
 frustration at being unable to cope may be triggered. Some people may try to retaliate in 
 some way. Others may become frightened and demotivated. Stress, loss of self-confidence 
 and self-esteem caused by harassment or bullying can lead to job insecurity, illness, 
 absence from work, and even resignation. Almost always job performance is affected and 
 relations in the workplace suffer. 

6 Responsibilities 

6.1 Responsibilities of the Group and HR Department  

 It is the responsibility of the Group to disseminate up-to-date policy documents on 
 harassment and bullying to all employees and to ensure that managers and supervisors are 
 fully aware of the responsibilities to their staff and the legal consequences of any action. 
 Appropriate training for staff will be provided. Complaints will be dealt with quickly, seriously 
 and confidentially and the policy will be reviewed and monitored regularly. 

6.2 Responsibilities of Line Managers  

 Line Managers are expected to lead by example and set a good example by treating all 
 employees with dignity and respect. Managers must be on the lookout for behaviour that 
 may be construed as bullying or harassment or in any way unacceptable to an individual or 
 group. They must work effectively and quickly to resolve any instances where harassment 
 and bullying have been alleged and ensure there is no victimisation or recurrence after a 
 complaint has been seen to be resolved as far as possible. 

6.3 Responsibilities as an employee 

 Individual employees are responsible for their own actions whilst at work. This includes not 
 intentionally harassing or bullying anybody while at work and ensuring that people are 
 treated with respect and dignity. It is up to the individual to report incidents immediately 
 whether they are harassed or bullied themselves or witness it occurring to others, however 
 insignificant they may seem. 
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7 Effects of harassment and bullying 

7.1 Harassment or bullying can have more than one adverse effect. It can impact on a person's 
 working life and prevent them from doing their jobs effectively or affect their general health 
 and wellbeing, including their mental health.  

7.2 Bullying can also undermine self-confidence that may lead to a lack of attendance. This will 
 affect other colleagues and can have a negative impact affecting morale and the ability to 
 work together as part of a team.  

7.3 The intention or motives of the person whose behaviour is the subject of a complaint are not 
 conclusive in deciding if behaviour amounts to harassment or bullying. 
  
8 Victimisation 
 
8.1 Unlawful victimisation occurs where a person is treated less favourably because they have 
 asserted their rights, perhaps through making a complaint, supporting a claimant or raising a 
 grievance.  

8.2 In some instances, it may occur as the individual is suspected to have or is considering raising 
a grievance, or where an individual has given evidence or information in connection with 
discrimination proceedings or made an allegation of unlawful discrimination. It is worth 
remembering that as an employee, an individual has the right to make a complaint or assist in 
an investigation and is protected by law from victimisation should they do so. 

8.3 Victimisation includes but is not limited to: 

• Refusing reasonable requests such as unjustifiably blocking access to promotion; 
• Refusing access to training or continuing profession development; 
• Selecting a person for redundancy without proper justification; 
• Subjecting a person to unwarranted disciplinary action; 
• Subjecting a person to any other detriment. 

 
8.4 The Group seeks to protect any employee from victimisation arising as a result of 
 bringing a complaint or assisting in an investigation where they act in good faith. 
 Victimisation is a form of misconduct which may itself result in a disciplinary process.  
 
9 Malicious or vexatious complaints 
  
9.1 If a complaint is judged to be vexatious or malicious (i.e. the complainant knew or could 
 reasonably have been expected to know that the complaint was unfounded), disciplinary 
 action may be taken against the complainant. However, such action will not be taken if a 
 complaint which proves to be unfounded is judged to have been made in good faith.  
 
10 Confidentiality 
  
10.1 Confidentiality is an important part of the procedures provided under this policy.  Everyone 
 involved in the operation of this policy, whether making a complaint or involved in any 
 investigation, is responsible for observing the high level of confidentiality that is required.  
 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. 
 
11 Accessing confidential advice  
 
11.1 Confidential advice can be obtained from the line manager (where appropriate), the HR 

department or the employee counselling service provided by Rowan Consultancy available to 
all Group staff. The role of any of the advice sources is to offer support, discuss the options 
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open to the individual, and help them determine if and how they want to progress matters.  
This will take place in total confidence and without pressure as to the course of action taken.  
The adviser will have no role in formal investigations of complaints as that role will remain in 
line with the Group or relevant Association’s policies, nor will they be a source of evidence in 
any proceedings, since all discussions between adviser and the individual are confidential. 

 
12 Procedure for Concerns or Complaints 

12.1 Bullying and harassment are not acceptable in any circumstances. If an employee 
 experiences harassment or bullying there are various ways of addressing the situation, 
 which will depend on the incident and how the individual wants to take it forward.  

12.2 If there are concerns with behaviour which cannot be resolved informally and directly with the 
individual or group concerned, then they should be reported to the relevant person in line with 
the relevant Association’s grievance procedures.   Each Association’s grievance procedures 
detail the steps for complaints to be raised and how they will be dealt with and by whom. They 
are designed to assist staff resolve problems which relate only to an individual rather than a 
group of staff. 

 
12.3 When it is considered that the actions of concern could jeopardise the reputation or well- 
 being of the Group more generally, reference should be made to the Group’s
 Whistleblowing Policy. It details a code of practice that seeks to preserve the integrity and 
 reputation of both the Group and the individual.        

12.4 All complaints will be taken seriously and investigated quickly. It is recognised that many 
 people who are subject to harassment or bullying do not complain about what is happening 
 to them. Various reasons can account for their reticence; it may be, for example, because 
 they feel embarrassed, they do not believe anything can or will be done about it, they are 
 worried that no one will believe them or that they will be victimised. It could just be that they 
 do not want to get the other person into trouble. However, the Group supports and 
 encourages individuals to progress concerns that they believe amount to bullying or 
 harassment. 

12.5 Initially it is for person raising a complaint to determine if the behaviour being experienced is 
bullying or harassment.  If they are not certain whether the behaviour amounts to bullying or 
harassment, however, they may contact Rowan, the independent counselling, advice and 
support service available to all, for confidential advice.  At this stage it does not matter what 
the intent or motive of the other person is.  The procedure below for handling complaints is 
designed to determine the facts of the matter. 

 
13 Informal Procedure  
 
13.1 An employee who believes that s/he is experiencing harassment or bullying could initially 
 approach the alleged bully or harasser to tell them that their behaviour is considered to be 
 offensive and unwelcome, and that they wish it to stop. It is not an actual duty on the person 
 who believes they are harassed or bullied to approach the person; it is only an option 
 which may stop or diffuse a minor situation developing into a repetitive or major situation. 
 Another informal approach is for the individual to write directly to the alleged bully or 
 harasser detailing the offensive behaviour and confirming the request to stop any further 
 offensive behaviour. 
 
13.2 If the employee is unable or reluctant to approach the person complained against, s/he may 
 approach his or her immediate supervisor, to ask for help in achieving a resolution of the 
 problem. The HR department will also be available to advise on the operation of the policy 
 and how to approach a particular problem.    
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13.3 Bullying can often be diffused at this stage without the need to escalate matters to the formal 
stage.  A quiet word or a letter from the victim will often be sufficient.  This may involve 
facilitated discussion by a line manager between the parties involved.   

 
14 Mediation 
 
14.1 In some situations, it may be appropriate to ask the parties to consider entering into a 
 mediation process. Although mediation may be attempted at any time before or after a formal 
 investigation, it may be particularly helpful if it is considered at an early stage before the 
 formal procedure is invoked.  
 
15 Formal Procedure 
 
15.1 Where the informal approach is unsuccessful or the individual has chosen to go straight to the 

formal stage of the procedure, the individual should enter into the relevant Association’s formal 
grievance procedure. 

 
15.2 The process will then follow all aspects of the relevant grievance procedure in terms of 
 investigation, hearing and appeal. 
 
16 Submission of the complaint 
 
16.1 The complainant should set out as clearly as possible  
 

• the nature of the behaviour that s/he is concerned about;  
• the effect of this behaviour on him/her, and;  
• the resolution s/he is seeking.  

 
16.2 The complaint should include dates and details of any witnesses to any incidents  referred to 
 in the complaint, together with any documentary evidence. The complainant should also 
 explain what attempts, if any, have been made to resolve the difficulties and the outcome 
 s/he is seeking. 
 
16.3 The complaint will then be investigated as detailed in the relevant Association’s grievance 

procedure. 
 
16.4 Discrimination, bullying or harassment by an employee may result in disciplinary action being 
 taken against them, which could lead to dismissal. 
 
17 Possible outcomes of a complaint 
 
17.1 Depending on the nature of the complaint and the evidence found, including the findings of 
 any investigation report, the Chair of the Grievance hearing may:-  
 

a) Take no further action, other than, where appropriate, implementing or suggesting steps 
that would help to restore reasonable working relationships between the parties. This 
approach will usually be appropriate where the claim(s) of harassment/bullying are 
considered to be unfounded and where there is a continuing relationship between the 
parties. 

 
b) Initiate resolution of the issues (e.g. by requiring that certain individuals undergo specific 

training or implementing practical arrangements to improve working relationships). If a 
successful resolution is achieved the case will be closed, but the situation will be monitored 
for an appropriate period. This approach will usually be appropriate where the evidence 
does not support a claim of harassment but it is clear that either party has demonstrated 
behaviours that are likely to lead to further issues between them if unresolved or, 
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alternatively that there are structural issues within a department that require management 
attention. 

 
  or 

 
c) Instigate disciplinary proceedings where the Chair of the Grievance Hearing is reasonably 

satisfied that there is sufficient evidence to support allegations of harassment/bullying of a 
sufficiently serious nature as to merit disciplinary action. 

 
17.2 In rare cases disciplinary action may be instituted against the complainant if the Chair of the 
 Grievance Hearing is satisfied that the complaint of harassment is unfounded and not made 
 in good faith. 

 
17.3 If an employee is not satisfied with the outcome, they may appeal in writing, stating the full 

grounds for their appeal in line with the relevant Association’s grievance procedure. 

 
18 Police Involvement  

18.1 In cases of alleged assault or behaviour that is considered to be a criminal offence, the Group 
may (where appropriate) contact the police or support an employee in contacting  the police if 
the complainant so wishes.  

19 Governing Body Members 
 
19.1 The principles outlined within this policy also apply to all governing body members. 
 
19.2 All governing body members are expected to maintain the same standards as those expected 

of staff members as detailed throughout this document. This requirement is underpinned by 
the terms of the Code of Conduct for Governing Body Members.  

 
19.3 In the case of alleged unacceptable behaviour involving governing body members, this will be 

treated as a breach of the Code of Conduct, and the relevant procedures will be invoked as 
detailed in the Code. 

 
20 Unacceptable behaviour By Third Parties to the Group 

 
20.1 In cases where the alleged unacceptable behaviour involves tenants, residents, contractors, 
 staff from other agencies, or some form of third party relationship to the Group, the 
 informal or formal stages of raising a complaint as detailed above should be applied. 
 
20.2 The following additional step should be included in the informal stage; the relevant Director 
 or Chief Executive will contact the appropriate senior person within the organisation 
 concerned and advise them that this type of behaviour is unacceptable and if repeated then 
 the individual concerned may be refused entry to the premises or not permitted to continue 
 any contact with the Group’s staff. 
  
20.3 Should the matter not be resolved informally, the formal stage would require the relevant 
 Director or Chief Executive to advise of the position in writing. 
 
20.4 Proven unacceptable behaviour is an accepted reason for removing an individual or 
 organisation from the Group’s approved list of suppliers and contractors, which is 
 subject to the review and approval of the Group’s governing bodies. 
 
20.5 In the case of alleged unacceptable behaviour involving tenants, reference will be made to 
 the Group’s Unacceptable Behaviour Policy. 
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21 Keeping Management Records 

21.1 The arrangements for storing information after a complaint should be as follows:  

a) Where the matter proceeds to a disciplinary hearing, the disciplinary procedure should be 
followed and where warnings are imposed the timescales for the retention of such warnings 
will be as specified in the disciplinary procedure.  
 

b) Where a complaint has been made and not substantiated by an investigation, no record 
will be kept on the alleged bully/harasser’s personnel file.  
 

c) If an employee raises a concern to their manager or human resources department but does 
not wish to proceed with a formal complaint at that stage, no record will be kept on the 
alleged bully/harasser’s file. The employee should make of note of the meeting that took 
place.  

22 Monitoring and Review of the policy 

22.1 As stated within the Group’s Equality and Diversity Policy we recognise the good  practice 
mplications of fulfilling the requirements of the Public Sector Equality Duty (PSED), as detailed 
in the Equality Act 2010. Currently, as a non-public body, we are not strictly bound by the terms 
of the PSED. However we have made a commitment that as far as practicable we shall work 
in accordance with the main aims of the PSED General Duty, one of which is to eliminate 
unlawful discrimination, harassment and victimisation. 

22.2 In order to determine if we are achieving this, all complaints of bullying and harassment 
 made in accordance with this policy and which become known to us, will be recorded and the 
 number and nature of the incidences will be monitored by the HR department and reported to 
 the Executive Management Team. 

22.3 This procedure will be reviewed periodically to ensure compliance with changes in employment 
law, the ACAS code of practice on bullying and harassment and to reflect best practice.  


