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Policy: 
It is the policy of SETA not to tolerate bullying and harassment in any form. SETA considers 
bullying and harassment to be a serious issue. It is because of this that we are committed to 
the elimination of harassment and bullying in any form. It is the right of every staff member and 
learner to enable them to work or study without fear of harassment or bullying. 
 
Aim: 
The aim is to raise the awareness of bullying and harassment as an issue and in so doing to 
empower staff and learners to reduce or eliminate instances of bullying and harassment. 
 
Scope: 
This policy relates to all staff and learners working at SETA including those engaged in: 

• Work Based Learning 
• Part Time 
• Full Time 
• Temporary / Contract Staff 
• Guests / Visitors 

 
This policy also covers incidents that may occur outside of SETA training and conference 
facilities for instance: 

• In the recreation areas 
• At College 
• Taking part in any SETA activity 

 
All staff and learners have a duty to look out for and support their colleagues. In the context of 
SETA it is recognised that young people and vulnerable adults (as defined in the SETA’s Child 
Protection Policy) are specific groups who may need particular protection from Bullying and 
Harassment. 
 
What is Harassment? 
Harassment causes distress and anxiety. It interferes with people’s ability to work and study 
and may be so serious and unrelenting that the person who is being harassed may feel it 
necessary to change job or training course. It is uninvited, may be personally offensive and is 
always unwelcome; it can be detrimental to all aspects of people’s social and working lives. 
 
SETA will therefore take harassment to include any behaviour that is offensive, intimidating or 
hostile; which interferes with individuals’ working or social environment; or which induces 
stress, anxiety, fear or sickness on the part of the harassed person. The defining features are 
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that the behaviour is offensive or intimidating to the recipient and would be so regarded by any 
reasonable person. 
 
It is important to note that differences of attitude, background or culture and the 
misinterpretation of social signals can mean that what is perceived as harassment by one 
person may not seem so to another. 
 
Harassment may take many forms and involve more than one individual both as the harasser 
and the victim. It can range from extreme forms such as violence and bullying, to less obvious 
actions such as ignoring someone at work. It may occur where the harasser has a position of 
authority (e.g.: where an instructor, trainer or administrator is able to affect another person’s 
job, career or grade) and relies upon the fact that the recipient(s) are reluctant to complain for 
fear of ridicule or reprisals. 
 
Some general examples of harassment may include: 

• Physical contact ranging from touching to serious assault 
• Verbal and written harassment through jokes, offensive language, gossip   and 

slander. 
• Visual display of posters, graffiti, obscene gestures. 
• Isolation or non co-operation at work, exclusion from social activities 
• Coercion ranging from pressure for sexual favours to pressure to participate in 

political/religious groups 
• Intrusion by pestering, spying or following someone 
• Bullying 
 

Two important examples, amongst others, are sexual harassment and racial harassment both 
of which are illegal. 
 
Sexual Harassment 
Sexual harassment always involves unwanted attention which emphasises sexual status over 
status as an individual, learner or colleague. It can occur in a variety of circumstances but 
always has a distinctive feature: the inappropriate introduction of sexual comments or activities 
into teaching, learning, administrative working or social situations. 
 
Racial Harassment 
Racial harassment is any hostile or offensive act or expression by a person of one racial or 
ethnic origin against a person of another, or incitement to commit such an act. Those who may 
be particularly affected are learners and staff who are in a small minority within the SETA and, 
for fear of ridicule or reprisals, find it difficult to complain. 
 
Any difficulty in defining what constitutes sexual and racial harassment should not deter staff 
or clients from complaining of behaviour which causes them distress. Nor should anyone be 
deterred from making a complaint because of embarrassment or fear of intimidation or 
publicity. SETA will respect the particular sensitivity of sexual and racial harassment 
complaints and their consequences as well as the need for the utmost confidentiality. 
 
Everyone can contribute toward preventing harassment through an active awareness of the 
issues involved and also by ensuring that standards of conduct for themselves and for friends 
and colleagues do not cause offence. 
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Bullying 
Bullying is a form of harassment and can be defined as being persistent, offensive, abusive, 
intimidating, malicious or insulting behaviour; abuse or misuse of power or unfair sanctions 
which makes the recipient feel upset, threatened, humiliated or vulnerable and which 
undermines their self confidence. This can be inflicted mentally or physically. 
 
Cyber Bullying 
Cyber bullying is a recent form of bullying. Unlike other forms of bullying, cyber bullying can 
follow young people and can take place outside SETA’s normal operating hours. Cyber bullies 
can communicate their messages to a wide audience with remarkable speed, and can often 
remain unidentifiable and unseen. 
 
Different forms of Cyber Bullying: 

• Text message bullying involves sending unwelcome texts that are threatening or 
cause discomfort. 

• Picture/video-clip bullying via mobile phone cameras is used to make the person 
being bullied feel threatened or embarrassed, with images usually sent to other 
people. 'Happy slapping' involves filming and sharing physical attacks. 

• Phone call bullying via mobile phone uses silent calls or abusive messages. The 
bully often disguises their number. 

• Email bullying uses email to send bullying or threatening messages, often using a 
different name for anonymity or using someone else's name to pin the blame on 
them. 

• Chat room bullying involves sending menacing or upsetting responses to people 
when they are in a web-based chat room. 

 
• Bullying through instant messaging (IM) is an Internet-based form of bullying 

where unpleasant messages are sent as real-time conversations take place online. 
• Bullying via websites includes the use of insulting blogs, personal websites, social 

networking sites and online personal polling sites. 
 
This form of behaviour is against the law and will not be tolerated at SETA 
Harassment and Bullying of any kind thrives on silence and secrecy. Quite often the person 
who intimidates is not aware of the damage they are causing. Being on the receiving end of 
harassment can destroy confidence, and sometimes confidence is so badly destroyed that the 
individual starts to believe the nasty things that are being said about them.  
 
What to do if you are being bullied: 

• Talk to someone you can trust, an instructor, parent, older friend or relative 
• Be persistent. If the first person you talk to ignores you don't give up, speak to 

someone else. 
• If you can, write down everything the bullies have done or have said to you, and try to 

write down how you feel. When you have found someone you can trust and who is 
helpful, discuss what you have written with that person. Be very careful to only write 
down things which really happen. 

• If you find it difficult to talk to an adult, ask one of your friends to come with you, or 
ask someone to talk to an adult on your behalf. 
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• Most importantly, do something. Sometimes bullying stops quickly but doing nothing 
means it may continue until someone is seriously upset or hurt. That could be you, or 
the bullies may find new victims. If their behaviour is not challenged they are unlikely 
to stop. 

 
What not to do: 

• Don't try to deal with the problem on your own - there is nothing wrong in asking for 
help. 

• Don't hit the bullies - you might end up being accused of bullying yourself 
• Always tell the truth about what has happened. Don't exaggerate. If a small part of 

what you are saying is shown to be untrue then it throws everything else into doubt 
• Don't believe the lies that the bullies tell about you. 
• Don't hide what is happening from the adults you trust. Keeping things secret is the 

bullies' biggest weapon against you. That is why they go to so much trouble to try to 
stop you telling. 

 
What to look out for if you suspect a friend, colleague or learner may be being bullied: 

• Not wanting to go to lessons 
• They feel ill when its time for lessons 
• Starting to skip the training centre and college 
• Beginning to let their work slide 
• They may have damaged clothes and books 
• They may become withdrawn, shy and lack confidence 
• They may become distressed and anxious, even stop eating 
• They may attempt or threaten suicide 
• Their possessions go missing 
• They might ask for money or begin to steal money 
• Continually lose money 
• Do they refuse to discuss what's wrong? 
• Have they got unexplained bruises, cuts, scratches? 
• Do they seem more aggressive and unreasonable than normal? 

 
What to do if you suspect or know someone is being bullied: 

• Be a friendly ear. If your friend has somebody to talk to you, they won't feel so alone 
• Don't encourage the bullies by laughing or smiling at the things they say or do 
• If you can, tell the bullies that you don't accept what they're doing and try to get them 

to stop 
• Don't ditch your friend because things are getting tough; stand by them 
• Don't get into fights with the bullies. Getting into trouble won't help your friend 
• Tell someone 

 
Making a Complaint 
 
Legal Rights 
It is unlawful to victimise individuals who have made allegations or complaints of racial 
discrimination or provided information about such discrimination. 
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Anyone experiencing harassment has the right to implement this procedure on harassment 
and bullying irrespective of any right, which may exist to pursue a grievance through an 
Industrial Tribunal or a Court of Law. 
 
Procedure for dealing with Harassment and Bullying General Guidelines 
SETA recognises that making a complaint of harassment and bullying is likely to be a 
distressing experience. This scheme has been designed to deal with complaints of 
harassment and bullying in a sensitive manner and therefore seeks to ensure minimal stress 
for the complainant, timely resolution of complaints and a degree of flexibility appropriate to 
individual circumstances. 
 
It may be difficult for employees or learners to raise complaints directly with their line 
managers or instructors. If this is the case employees and learners may approach another 
person to act on their behalf in line with the procedure. This could be for example a work 
colleague/fellow learner or a SETA senior manager. 
 
A staff member may have a work colleague or trade union representative at all stages of the 
procedure. 
 
A learner may have a friend or fellow learner present at all stages of the procedure. 
If the line manager or course tutor is the person against whom the complaint is being made, 
the matter should be reported to a manager of similar status or above or another course tutor. 
Where an individual indicates that they would prefer to discuss the matter with a person of the 
same sex/race etc., this should be arranged wherever possible. 
 
This scheme is separate from the SETA’s Disciplinary Procedures for staff and learners, which 
may be used following the results of any investigation under this scheme. Alternatively, an 
incident may be so serious, or there may be sufficient evidence to proceed straight away to the 
Disciplinary Procedure. 
 
If at any stage in this scheme the complainant does not receive a response to a formal 
complaint in accordance with the specified or agreed time limits, or where the response is 
inadequate or inappropriate they are entitled to raise the matter under the SETA’s Grievance 
Procedure. 
 
It is recognised that in bringing a complaint, the complainant must be protected from further 
harassment, bullying or detriment arising from the alleged incident and associated complaint. If 
one of the parties concerned in a harassment case has to be removed from the workplace, 
then as a matter of principle, SETA will remove the harasser rather than the complainant. 
 
 
Confidentiality 
At all stages of the procedure, the need to maintain confidentiality is paramount. 
Circulation of information will be minimised to that which is necessary to ensure a fair 
investigation and hearing. 
 
Any discussions will also be confidential and no further action will be taken without the consent 
of the complainant unless the manager considers the incident to be of such a serious nature 
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that action needs to be taken against the harasser. In such cases the complainant will be 
consulted prior to any action being taken. 
 
Counselling 
Either party may request referral to a counsellor at any time. The role of the counsellor is to 
provide support and assistance during this stressful time. The counsellor has no role in formal 
investigations and neither are they a source of evidence in any proceedings, since all 
discussions between counsellor and client are confidential. 
 
Keeping A Record 
It is important that accurate and timely notes are kept by anyone who believes they are being 
the subject of harassment or bullying. Any such notes should include: 

• Date 
• Time 
• Place 
• Name of person harassing them 
• What actually happened? 
• How the person felt at the time 
• Name of any witnesses 
• Action taken and whether reported to management 
• Any correspondence relating to the incidents and subsequent complaints 

 
STAGE 1 – Informal Complaint 
Every effort should be made to resolve the issue informally in the first instance if this is 
appropriate. At the time of the incident, or as soon as possible after, the individual should 
make it clear directly to the offender that the incident is not welcomed and should stop. If an 
individual is too embarrassed to speak directly to an offender another person could be used to 
do this or it could be done in writing. A note of any action taken should be made. Hopefully this 
should conclude the matter however, if it does not the individual is advised to contact their line 
manager or course instructor for advice on the next stage which might include: 

a. To take no further action at this stage, but to record any future incidents as 
recommended under 'Keeping a Record' and to keep the situation under review, 
enabling the employee or learner to seek further advice in the future if necessary. 
b. If the offender has not already been approached, then ask the person accused to 
explain their actions and, if in the opinion of the manager/instructor, take action 
under(c) below. 
c. Make a formal complaint under stage 2 of the Procedure below. 

 
STAGE 2 – Formal Complaint 
Formal Complaint 
Formal complaints should be made in writing by both staff and learners to a member of 
SETA’s Senior Management. The letter needs to specify that it is a formal complaint giving 
details of the incident(s) and any related notes that have been kept. 
 
Police Involvement 
SETA may contact the Police in any case where the alleged behaviour is considered to be a 
criminal offence. All parties will be consulted in such instances. 
 
Time Limits 
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The investigation should normally be completed within 20 working days of the complaint being 
received. On occasions it will not be possible to keep within this timescale. In such cases the 
complainant and the alleged offender must both be kept informed of any need for an extension 
and the likely timescale for completion. 
 
Procedure for dealing with a formal complaint 
Investigating Panel 
The Chief Executive will establish an Investigating Panel to protect the rights of the parties 
involved and ensure that they receive a full and fair opportunity to put their version of events. 
 
All areas of SETA’s activity are expected to co-operate in releasing staff and learners to 
participate in investigations as required. 
 
The Investigation Panel will normally comprise of Chief Executive or Director, Senior Instructor 
and a manager. No member of the panel should be connected with the case in any way.  
 
The Chief Executive or Director will ensure that the investigation panel reflects, as far as 
possible, the nature of the complaint in terms of race/sex/disability. This may require 
appointing an additional person to the panel. 
 
Initial Response 
The person against whom the complaint has been made should be informed of the nature of 
the complaint and sent a copy of the letter and details of the procedure involved and advised 
to seek representation. 
 
Possible suspension or redeployment during the investigation 
In order to relieve the stress and pressure on one or both parties, prevent risk of further 
incidents and prevent victimisation it may be necessary to: 

• Suspend the alleged harasser; 
• Suspend both parties. 
• Offer temporary redeployment to one or both parties. 
• Grant special leave in appropriate circumstances. 
 

The Chief Executive or nominated deputy can suspend staff on written notification and with 
details of the grounds on which the decision to suspend has been taken. Any member of staff 
who has been suspended may appeal in writing against the suspension. Suspension under 
this scheme does not constitute part of any SETA’s Disciplinary Procedure and will be on full 
pay. 
 
The Chief Executive, General Manager, HR Manager or Senior Instructor may suspend a 
learner for any period up to 2 weeks. Any learner who has been under suspension for 2 weeks 
or more may appeal in writing to the Chief Executive against the suspension. 
 
Meeting the parties involved 
The Investigating Panel will meet with the complainant and the alleged harasser separately 
and with their respective representatives. Written statements will be taken which the relevant 
parties should sign confirming that they agree with the statements collected. Both parties 
should be given the opportunity to nominate witnesses who they wish to be interviewed. 
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Meeting with Witnesses 
The Investigating Panel will meet anyone else who was present or who has information that is 
relevant to the issue. The individuals called will be able to be accompanied by a work 
colleague or trade union representative if a member of staff and any learners will be able to be 
accompanied by a friend or fellow student. Written statements will be taken and signed by the 
witness to confirm accuracy. 
 
Further interviews may need to take place to clarify or gain further information. The panel will 
also need to ensure that they have collected all relevant written materials. 
 
Consideration of Information 
On completion of the investigation the Investigating Panel will review the material collected 
and decide whether the complaint is substantiated. In some cases there will not be any 
witnesses and it will be one person's word against another's. In these cases the Panel will 
consider whether on the balance of probabilities the incidents/actions occurred. 
 
Decision 
Having considered the facts the Investigating Panel may decide to either: 

a. Take no action, that is the allegation has not been substantiated; or 
b. Initiate a SETA’s Disciplinary Procedure; or 
c. Take management action other than to initiate the Disciplinary Procedure. This could 
include: 

- A recommendation of redeployment of one or both parties, either on a 
temporary or permanent basis. Should a transfer take place, this must not be 
on any less terms and conditions of employment. 

- Setting up arrangements to monitor the situation; 
- Required attendance on training courses; 
- Making arrangements for both parties to work as separately as possible within 
the same workplace; 

- A further period of compassionate leave. 
 
 
Action if the complainant is dissatisfied with the decision of the panel 
If the complainant disagrees with the decision of the Investigating Panel they have the right to 
raise the matter under the SETA’s Grievance Procedure. 
 
 
 
Use of a Disciplinary Procedure 
If SETA’s Disciplinary Procedure for Staff or Students is applied the following points should be 
taken into account: 

a. The complainant may be required to attend a Disciplinary Hearing as a witness, 
although every effort should be made to avoid this whenever possible. 

b. If a staff member is required to attend a Hearing they should be allowed to be 
accompanied by a work colleague or trade union representative and have any 
questions directed through this person. 

c. If a student is required to attend a Hearing they should be allowed to be 
accompanied by a friend, fellow student or relative and have any questions directed 
through this person. 
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Keeping Records 
After the complaint has been heard the following storage arrangements should be followed: 

a. Where the complaint is informal no record will be kept on personal staff or learner 
files, but it is recommended that the complainant keep a record of any alleged 
incident(s) for 6 months. 

b. Where the complaint is not substantiated then no record will be kept on the alleged 
offender’s file. 

c. Where the matter proceeds to a Disciplinary hearing the storage of records should 
be in accordance with the Disciplinary Procedure. 

 
What to do if you are accused of harassment 
Harassment is an issue which must be taken seriously by all students and learners. An 
accusation of harassment does not signify a judgement that you are guilty and there will need 
to be a discussion with you in order to establish the true nature of the situation. It is possible 
that there might be a problem which has arisen because you have not realised the effect of 
your actions and you may not have intended the effects complained of. The perception of the 
person complaining of harassment is, however, an important factor in determining whether or 
not harassment has taken place. 
 
If you are a member of staff you may contact your line manager, your nominated 
representative if you are accused of harassment. 
 
If you are a learner you may contact your personal tutor or SETA’s Human Resource 
Manager. 
 
The role of the person you contact will be to advise and support you. You have the right 
throughout any discussions or formal actions, to be accompanied. 
 
In many cases the problem will be solved informally through discussion. You will be asked to 
reflect on your behaviour and the possibility that you might be at fault, whether consciously or 
not. A simple discussion between you and the person with a complaint may set matters right. 
 
Details relating to the circumstances that gave rise to the complaint, the existence of 
witnesses and the nature of the professional relationship between the person complaining and 
yourself will all be taken into account. If the complaint is taken to a formal stage, SETA will 
ensure that any formal procedures are fairly and properly followed. 
 
Throughout any informal or formal procedures the principal objective is that of identifying the 
underlying issues and eliminating the cause of offence as quickly as possible and with minimal 
recrimination. 
 
 
. 


