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1. INTRODUCTION 

 The purpose of the Anti-Harassment and Anti-Bulling Policy is to assist in developing 

a working environment in which harassment and bullying are known to be 

unacceptable and where individuals have the confidence to complain about incidents 

of harassment and bullying, should they arise, in the knowledge that their concerns 

will be dealt with appropriately and fairly.  The expectation is that Co-Headteachers 

or Chair of Governors will adhere to the provisions contained in Buckinghamshire 

County Council’s Anti-Harassment and Anti-Bullying Policy for Schools.   

 This Toolkit for Schools has been designed to interpret the Anti-Harassment and 

Anti-Bullying Policy and Procedures for Schools, which should always take 

precedence over the Toolkit.  It aims to provide more detail on how the policy should 

be implemented and to guide Co-Headteachers or Chair of Governors through what 

can be a difficult process.  Please read through this Toolkit before seeking further 

professional advice from Human Resources. 

 The guidance notes contained in the Toolkit are not mandatory but are intended to 

assist with promoting best practice in managing Harassment and Bullying within the 

workplace. 

 The numbering in the Toolkit follows and makes reference to the sub-headings in the 

Anti-Harassment and Anti-Bullying Policy and Procedure. 

 

2. SCOPE 

a. The policy and procedure applies to: 

 All Teachers on Teachers pay and conditions and Buckinghamshire County 

Council employees employed in schools under the terms of Bucks Pay 

Employment Conditions.  

 All agency staff, consultants, contractors and volunteers working with or for the 

School 

b. All Governors are expected to conduct themselves in a way consistent with both the 

provisions of their Code of Conduct and, where applicable, the contents of this Policy. 

 

3. ROLES AND RESPONSIBILITIES 

a. Co-Headteachers/Chair of Governors 
 
 The Council/Governing Body seeks to create a working environment that is free from 

harassment and bullying. Co- Headteachers/Chair of Governors are expected to set 

the example by acting toward colleagues with respect and dignity. Co-

Headteachers/Chair of Governors should also ensure that those people they manage 

act in a similar way and should correct any unacceptable behaviour promptly. 
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 All employers have a common law duty of care, and responsibilities under health and 

safety and discrimination legislation to deal promptly with allegations of bullying, and 

to ensure that policies are followed correctly. 

 When dealing with alleged incidents of harassment and/or bullying Co-

Headteachers//Chair of Governors should bear in mind that those affected by 

perceived bullying may sometimes appear to overreact to small issues which may be 

the ‘breaking point’ following a series of incidents.  They should also be aware that 

individuals may fear retribution if they make a complaint and that other employees 

may be reluctant to come forward as witnesses, as they too may fear the 

consequences for themselves. 

 Co-Headteachers//Chair of Governors are 'vicariously liable' (have delegated 

responsibility) for the actions of employees.  For example, in sex and race 

discrimination cases at an employment tribunal, both the individual employee(s) who 

committed the act(s) of discrimination, their manager(s) and the employer may be 

liable to the complainant both jointly and severally.  Unless an employer can 

demonstrate good equal opportunities practice, they may find that the tribunal would 

take the view that they had condoned the harassment or discrimination and would, 

thereby, incur liability to pay compensation. 

 Co-Headteachers/Chair of Governors should work to prevent harassment and 

bullying wherever possible and take appropriate action against such behaviour when 

necessary.  In particular, managers must;  

 be alert to the possibility of bullying or harassment occurring 

 correct any behaviour which could be seen as contrary to this policy and remind 

employees of the policy when appropriate 

 ensure that this policy is communicated to newly appointed employees during 

their induction and is reinforced at regular intervals in routine section meetings, 

briefings etc. 

 provide a supportive framework for any employee with a complaint of bullying or 

harassment 

 take prompt action to deal with bullying or harassment as soon as it is identified, 

including disciplinary action where appropriate, whether or not a particular 

individual raises a complaint 

 Protect the identity of an employee who raises concerns and does not want their 

name revealed, by only telling those who need to know and asking them to 

respect the confidentiality of this information. 

 treat all cases of harassment or bullying with appropriate confidentiality.  Given 

the severity of the effects of bullying and harassment and the need to eradicate it, 

in some cases it may be appropriate to continue with an investigation or 

disciplinary process even when an allegation is withdrawn by an employee  
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 Ensure the Anti-Harassment and Anti-Bullying procedures are followed correctly, 

seeking advice from HR where they are unsure. 

 Treat any grievances arising from this policy seriously, dealing with each 

complaint fairly, consistently and sensitively. 

 Support employees who raise concerns under this procedure to ensure that they 

do not suffer detriment as a result of their action e.g. loss of status/income/ 

conditions of employment. 

b. Employees 

 Employees are expected to ensure that their behaviour to colleagues does not 

cause offence and could not in any way be considered to be bullying or 

harassment 

 Differences in culture, attitudes and experience, or the misinterpretation of social 

signals, can mean that what is perceived by the person experiencing the 

behaviour as harassment and/or bullying, may be perceived by others as 

inoffensive.  It is important therefore to be sensitive to the feelings and reactions 

of others and to adjust behaviour as necessary 

 Employees should discourage harassment and bullying by making it clear that 

they find such behaviour unacceptable, and by supporting colleagues who 

experience such treatment 

 Anyone who witnesses behaviour that is defined as harassment or bullying has a 

responsibility to take action, as appropriate to the circumstances.  Unresolved 

incidents of bullying or harassment should be raised with the Co-

Headteachers/Chair of Governors, a union representative or HR 

 Employees must comply with all reasonable management instructions during any 

investigation/grievance that may arise from the complaint 

 Employees should work with the Teacher/Co-Headteachers to genuinely seek 

resolution 

 Employees should act in good faith and not instigate a complaint of harassment 

or bullying for personal gain or with malicious intent 

c. Union Representative 

 The Union Representative should support member employees in dealing with 

incidents of Harassment and Bullying.  Early involvement of a union 

representative in round table, problem-solving discussions may be appropriate in 

some circumstances and may minimise the need to escalate a complaint into a 

formal grievance. 

d. Human Resources 

 HR will provide advice and support to the Co-Headteachers/Chair of Governors 

and employees on the application of the policy.  If it has not been possible to 
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resolve an allegation of harassment or bullying informally a formal Grievance may 

be raised in line with the School’s Grievance Policy and Procedure.  HR will 

provide advice and support to managers and employees on the application of the 

Grievance policy and will be present at a Stage 2 grievance appeal hearing to 

advise the Panel.  

 

4. PRINCIPLES 
 

4.1 The policy and procedure is founded on the following principles: 

 To support the Council/Governing Body to maintain a working environment where 

employees are treated with respect and dignity.  

 To enable cases of harassment and/or bullying, whether from governors, parents, 

pupils or colleagues, to be resolved quickly and consistently across the School in 

order to maintain good working relationships.  If the Chair of Governors feels they 

are being subjected to bullying or harassing behaviour, they should inform the 

Divisional Manager School Improvement. 

 To ensure that all managers know how to deal with situations where employees 

believe they are suffering harassment and/or bullying.    

 To reassure employees that they are able to raise allegations of harassment and 

bullying in the confidence that they will be dealt with promptly, effectively and with 

understanding. 

 To provide support needed for individuals to decide the most appropriate course 

of action if they feel they are being bullied or harassed. 

 To provide support for those who have allegations of harassment or bullying 

made against them. 

 Not to discriminate against any individual in the application of this policy and 

procedure on protected characteristics of age, disability, gender reassignment, 

marriage and civil partnership, maternity and pregnancy, race, religion or belief, 

sex, sexual orientation, or other grounds protected in law (e.g. part-time worker 

status, trade union membership or HIV positive status). 

 

5. DEFINITION OF HARASSMENT AND BULLYING 
 
 Harassment and bullying of any kind are in no-one’s interest and will not be tolerated 

in the workplace.  

 The terms ‘harassment’ and ‘bullying’ are used interchangeably by most people, and 

many definitions include bullying as a form of harassment.  

a. ‘Harassment’, in general terms, is unwanted conduct affecting the dignity of men 

and women in the workplace.  The key is that the actions or comments are viewed as 

demeaning and unacceptable to the recipient. 
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b. ‘Bullying’ may be characterised as offensive, intimidating, malicious or insulting 

behaviour, an abuse or misuse of power through means intended to undermine, 

humiliate, denigrate or injure the recipient. 

c. ‘Victimisation’ occurs when an employee is subjected to a detriment, such as being 

denied a training opportunity or a promotion because he or she made or supported a 

complaint or raised a grievance under the Equality Act 2010, or because he or she is 

suspected of doing so, or being about to do so.  The definition is no longer based on 

less favourable treatment. 

d. ‘Perceptive discrimination’ is covered in the Equality Act 2010.  This is where an 

individual is directly discriminated against or harassed based on a perception that he 

or she has a particular protected characteristic when he or she does not, in fact, have 

that protected characteristic (although this does not cover harassment because of 

marriage and civil partnership, and pregnancy and maternity). 

e. What are bad behaviours?  

 Employees can be upset by a wide range of behaviours.  The general principle is that 

bad behaviours: 

 Involve repeated negative behaviours 

 Are unwelcome 

 Are an abuse of power 

 Cause distress, offence or humiliation 

 The following table lists some examples of bad behaviours: 

 Table 1: Examples of Bad Behaviours 

Withholding information that affects other people’s jobs 

Humiliating or ridiculing others about their work 

Ordering others to work below their level of competence for no reason 

Removing areas of responsibility without consultation 

Spreading rumours or gossip 

Ignoring others or ‘sending them to Coventry’ 

Making insulting or offensive comments about others 

Pointing your finger, invading personal space, shoving, blocking or barring the way 
of others 

Suggesting that others should resign 

Constantly highlighting errors or mistakes made by others 

Being hostile to others 

Constantly criticising others’ work and efforts 

Ignoring the views of others 
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Playing practical jokes on people 

Setting unreasonable tasks or deadlines 

Making false allegations against others 

Engaging in excessive monitoring of the work of others 

Removing the rights of others 

Threatening violence to others 

Physically attacking others 

Using malicious or insulting language 

Displaying distasteful pictures or artefacts 

‘Moving the goal posts’ 

Passing off the work of others as your own 

 

This list is indicative of bullying behaviours, but any kind of bad behaviour is 
always unacceptable behaviour – even if it is not on the list. 

 
 Further examples of harassing and bullying behaviour together with the relevant legal 

reference can be found in Appendix 1.  

 Language has an important role to play in promoting a culture of fairness and 

respect. Appendix 2 of this Toolkit provides a Language Guide to help understand 

the impact that language can have in the workplace. 

f. It can sometimes be difficult to differentiate between bullying and a strong or firm 

management style, particularly where capability issues are being addressed.  

However, it is unacceptable to condone bullying behaviour under the guise of a 

particular management style.  Effective management obtains results whilst ensuring 

employees are treated with dignity and respect.  See Appendix 3 for a Manager’s 

Guide to the differences between strong management and bullying behaviour. 

g. The intention of the person accused of harassment or bullying is not the key when 

deciding if harassment or bullying has occurred.  What must be considered is 

whether their behaviour is unacceptable by reasonable normal standards and 

disadvantageous or unwelcome to the person or people subjected to it or witnessing 

it. 

h. The basic principle governing relationships between colleagues is that when an 

employee has made it clear to another that their conduct towards them is offensive, 

then this behaviour must not continue. 

i.  The Council/Governing Body recognises that there are situations where behaviour is 

perceived and experienced as harassment but the person responsible for that 

behaviour is unaware of the effect it is having on others, and is not intending to 

harass or bully.  In these circumstances behaviours and perception will be addressed 

with both/all parties and any employee who is made aware of the impact of their 

behaviour will be expected to change it.   
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j. Whatever form it takes, harassing and bullying behaviour is unwarranted and 

unwelcome by the individual and will not be tolerated within the Council. 

 

6. A POSITIVE APPROACH TO DIGNITY AND RESPECT 

a. Everyone has a right to be treated with dignity and respect at work.  Organisations 

where the dignity and individual contributions of employees are respected tend to 

create cultures and climates where positive working relationships grow.  

 Appendix 1 refers to legislation that aims to ensure workers are protected from the 

potentially harmful effects of inappropriate practices or behaviour.  These laws help 

guide the Council/Governing Body’s approach to dignity and respect in the workplace 

and must be considered when facing allegations of harassment and/or bullying. 

 Headteachers/Line Managers/Chair of Governors have a responsibility to set 

appropriate standards of behaviour in the workplace.  They should lead by example 

and ensure all employees are working toward a common understanding of what is 

acceptable behaviour.  Employees in turn should ensure they are familiar with 

standards of behaviour the Council/Governing Body expects from them.  

b. Setting Behavioural Standards with the Team 

 A team discussion can be used as a preventative tool in tackling detrimental 

behaviour and attitudes.  

 Teams should be encouraged to discuss the Council/Governing Body’s values and 

define what these values mean in the working environment.  At the same time there 

can be discussions on what teams can do at a time when there are breaches of the 

organisations values.  An example of how this may be done follows: 

 Framework for a Team Discussion 

Introduction 

Why does the Council/Governing Body believe it is important to create a culture of 

respect? 

• What does this mean to our team? 

• Why is it important to us? 

The style of the discussion should mirror the Council/Governing Body’s values, so 

every contribution is recognised and views respected. 

What you can expect from the Council/Governing Body? 

What would be happening in our team if we felt…….. 

Respected? Encouraged to develop? We had clarity of purpose? 

Listened to? Informed?  
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• What differences would this make to the way we work? 

• Who would notice the difference? 

• What would the benefits be? 

• How should we deal with situations where the values are breached? E.g. 

raise and discuss at team meeting; discuss as part of performance 

management; raise directly with the individual at the time etc. 

• How can we monitor our team’s culture? 

Review 

• Are we prepared to commit to this way of working? 

 When should we start? 

 

7. THE IMPACT OF HARASSMENT AND BULLYING 

 Harassment and Bullying can have a wide range of implications in the workplace and 

Co-Headteachers/Chair of Governors and Employees should be aware of these. 

 Harassment of an employee can amount to: 

 unlawful discrimination  

 a breach of contract i.e. a breach of one of the implied terms of any employment 

contract, such as the duty to provide a safe working environment or to maintain 

trust and confidence in the employer   

 a criminal offence  

 Reasonable steps to prevent bullying or harassment must be taken to prevent 

managers being liable for the actions of employees.  It should also be noted that 

action can also be taken against the Council/Governing Body even after an 

individual’s employment has ended.   

 Bullying and harassment can also have a serious adverse effect leading to reduced 

productivity.  This is because bullying and harassment can cause: 

 low morale and poor employee relations  

 loss of respect for managers  

 reduced productivity and profits  

 increased absenteeism and turnover of staff  

 damage to the image of the School 

 employment tribunal or other civil court claims  
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 In the event that an individual has suffered any form of harassment or bullying, 

managers may wish to suggest the services of the EAP (Employee Assistance 

Programme).  Further details of the EAP can be found on Schoolsweb or from the 

HR Service Desk. 

 

8. MALICIOUS ALLEGATIONS 

 Where an allegation of bullying or harassment is found to have been made without 

foundation and with malicious intent, or with some other unacceptable motive, the 

employee making the allegation should be investigated under the School’s Conduct 

and Disciplinary Procedure, as should any witnesses who have given deliberately 

misleading statements during an investigation. 

 

9. INFORMAL STAGES 

 The Council/Governing Body accepts that differences of attitude and culture and the 

misinterpretation of social signals can mean that what is perceived as harassment 

and bullying by one person may not seem so to another.  Every effort should be 

made to resolve the issue informally in the first instance if this is possible and 

appropriate.   

Co-Headteachers/Chair of Governors are encouraged to be proactive with regards to 

identifying any potential issues of harassment and/or bullying, addressing incidents at 

a very early stage with the employees involved.  

Co-Headteachers/Chair of Governors and employees are encouraged to see if any 

issues can be resolved informally and without recourse to formal procedures.  As part 

of good management practice, regular meetings and conversations are encouraged 

between employees and managers so that any issues are not left unrecognised or 

allowed to deteriorate to a point where formal procedures are the only option to 

resolve the matter.  

It is recognised that raising a concern of harassment and/or bullying can be stressful 

and as such an individual may choose to be accompanied to any informal meetings 

by a work colleague or Trade Union representative. 

Informal approaches to tackle harassment 

Below are listed some of the informal interventions that can be taken to help an 

individual address a bullying or harassing situation.  

a. Talk to the person concerned 

The employee who finds another person’s conduct towards them unacceptable or 

offensive should, in the first instance speak to the person and make him/her aware 

that this is the case. 
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During or as soon after the incident as possible the individual concerned should 

make it clear to the alleged harasser that their behaviour was not welcomed and 

should not be repeated. 

This response is most appropriate when the working relationship is still reasonably 

positive and when the unwanted behaviour is recent.  A mutual willingness to discuss 

the issues and to work for a win-win solution is a good indicator of success. 

However, there are dangers in direct contact if one or other party to the problem is 

aggressive or if there have been serious threats or threatening behaviour. 

It can be difficult for an individual to approach the person who is causing them 

distress and it is important that the line manager supports the individual to prepare 

for this informal meeting. 

Before speaking to the other person, it is important to identify the behaviours that are 

being experienced as unpleasant or bullying.  It is helpful to make sure that the 

specific incidents are clearly defined in terms of time, content and frequency of 

behaviours.  Remind the individual who has raised the complaint to keep a record of 

events. 

During the meeting, the following aspects should be identified and discussed: 

 A clear description of the behaviour that is causing problems; 

 The feeling that the behaviour evokes, for example, ‘I feel upset’ or ‘I feel hurt’; 

 The needs of the individual: ‘I want to feel part of the team,’ ‘I want to be 

respected’; 

 A request for a specific action that is reasonable and practical, for example, 

‘When we’re in meetings, I would like you to include me,’ ‘When you talk to me, I 

would like you to use my name’ 

The benefits of talking to the person directly are that: 

 The issue can often be resolved quickly 

 Relationships can be improved 

 Why not: 

 Rehearse the meeting with the individual making the complaint? 

 Talk about possible responses? 

Guide to Approaching an Individual Regarding Harassing/Bullying behaviour 

It can be difficult to speak to a person you believe has harassed or bullied you, but it 

can be very effective, especially if addressed at an early stage. It can also help you 

regain control of the situation and improve your self-esteem, which may have been 

affected by the incident/s.  



Anti-Harassment and Anti-Bullying Toolkit for Schools   
 

 

   Page 12 of 30 

  

To explain the effect the alleged harasser or bully is having on you, consider the 

following strategies for preparing for the discussion and expressing yourself 

assertively. Identify your personal rights, wants and needs.  

 Identify how you feel about the incident/s. Do you feel angry, embarrassed, 

humiliated?  

 When describing your feelings, use 'I' statements instead of blaming the other 

person (e.g. 'I feel hurt', rather than 'You hurt me'). This helps to avoid 

defensiveness on the part of the person you are speaking to.  

 Relate your statement about your feelings to some specific behaviour in the 

other person (e.g. 'I felt hurt when you said I had not completed the project on 

time without giving me the opportunity to explain the reason it was behind 

schedule'. This is clearer to the person you are speaking to than 'I felt hurt 

because you humiliated me').  

 Be direct: deliver your message to the person for whom it is intended. Express 

your request in one or two easy-to-understand sentences. Complicated 

explanations can mean that the person you are speaking to may not understand 

what you are trying to tell him/her.  

 Try not to make assumptions about what the other person is thinking or feeling, 

about what their motives might be, or how they may react. Check things out with 

them first.  

 Avoid sarcasm, character assassination or absolutes (absolutes often involve 

using words like 'You never…' or 'You always…').  

 Avoid labelling.  

 Ask for feedback: 'Am I being clear?'; 'How do you see this situation?' Asking for 

feedback helps correct any misinterpretation people may have as well as helping 

others realise that you are open to communication, and are expressing an 

opinion, feeling or desire, rather than a demand.  

 Evaluate your expectations. Are they reasonable? Are you willing to 

compromise, if appropriate, in order to reach a resolution with the other person? 

b. Write a letter 

The employee may choose to put their concerns in writing to ensure clarity of the 

issues they are raising, but they should always be encouraged to discuss the issues 

with the individual concerned.  It is most important that any such informal 

conversations take place promptly. 

Writing a letter moves the informal process to a more formal footing.  This is because 

it will create a written record of an issue that has been raised.  This approach tends 

to be used when talking to the person has not brought about the expected results, 

where a meeting is not possible due to distance or timing, where the individual feels 

too uncomfortable to have a face to face conversation. 
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Although it may seem a good idea to use email to highlight difficulties, this rarely 

works and has been known to enflame a sensitive situation. 

Preparation is important and, as with talking to the person concerned, it’s important 

to clearly define the behaviours that are causing the problem and how these 

behaviours could be changed. 

The letter should clearly describe the negative behaviours and explain why the 

behaviours are unwanted.  The desired alternative behaviours should be described 

and a suggestion made as to how the situation could be resolved. 

The letter should be short and to the point.  Care should be taken to avoid any 

blaming statements or emotive language. 

The benefits of writing a letter are that: 

 There is time for preparation; 

 It enables the employee to say what they want 

 It acts as a record 

 Why not: 

 Help the employee clarify the problem? 

 Make sure that the concerns are stated in behavioural terms? 

 Make sure that the proposed resolution is realistic? 

c. Line Manager meeting 

Unless the conversation reveals the need for immediate formal management action, 

the teacher/Co-Headteachers, with the support of HR where necessary, should seek 

to facilitate a conversation that enables the employee to make clear to the individual 

concerned how they feel and what changes in behaviour are required.  The employee 

should be reassured that the matter will be dealt with in confidence but that it will be 

necessary to discuss the alleged harassment with the individual concerned. 

Where an employee approaches their Trade Union representative in the first 

instance, the trade union representative should meet with the relevant Teacher/Co-

Headteachers to raise any issues on the employee’s behalf.  This meeting should 

only take place with the prior consent of the employee. 

Employees should be aware that their personal information including possible 

sensitive information will be shared with their nominated representative unless their 

permission to do so is formally withheld. 

If the individual does not feel able to meet with the employee causing distress, they 

may request that the Co-Headteachers discuss the matter directly with the employee.  

d. Talking to an employee who raises a complaint informally 
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It is important to create an atmosphere in which the employee feels comfortable and 

is able to talk freely about their situation and feelings.  As line manager your role is to 

support the individual throughout this difficult time. 

Ensure that you: 

 meet somewhere private, comfortable and free from interruptions  

 assure the employee that if they wish to keep the matter confidential you will do 

what you can to comply  

 allow the employee to express their emotions  

 empathise with the individual  

 are not judgmental 

 take time to listen 

 Cover the following issues: 

 what harassment has taken place?  

 who was involved?  

 when and where did the incident(s) take place?  

 have there been any previous incidents?  

 were there any witnesses?  

 what remedy are they seeking?  

 how would they want the matter to be handled?  

 have they taken any action so far?  

 are they prepared to be identified?  

 are they prepared to be a witness in formal disciplinary action, should it come to 

that?  

 are they prepared to confront the individual at a harassment hearing, should it 

come to that?  

 any fears they have about repercussions or reprisals  

 are they a member of a union? Union representatives are happy to support 

individuals in these cases 

 Explain that: 

 there are merits in dealing informally with complaints and that this is encouraged.  

However, complaints can be dealt with formally where the employee states either 
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orally or in writing that they wish to make a formal complaint under the Schools’ 

Anti-Harassment and Anti-Bullying Policy and Procedure 

 any decision in a harassment case would be made on the balance of 

probabilities.  This means that even if an incident was not witnessed, you would 

still be able to make a reasonable judgement about the complaint  

e. Counselling  

The Co-Headteachers may wish to offer to arrange for the employee to receive 

impartial advice, support and guidance.  A Human Resources representative may be 

available.  In exceptional cases you may wish to put the employee in contact with an 

external counsellor. 

Counselling can also be valuable for individuals against whom an allegation of 

harassment is being made and will, therefore, be available in appropriate 

circumstances.  They may be unaware of, or insensitive to, the impact of their actions 

and counselling can help to change behaviour and prevent the occurrence of further 

incidents. 

f. Mediation 

Mediation is a facilitated approach to achieving a win-win solution. The facilitation 

should be undertaken by a trained mediator who is independent of the parties 

involved.  Human Resources will be able to assist with identifying a trained mediator. 

The mediation approach is most appropriate in cases where there are strong 

emotions and a need for support in resolving the problem.  Both sides of the 

disagreement need to recognise the problem and be prepared to work for a win-win 

solution.  Mediation is not successful when one or both parties do not want to take 

part in the process or when there has been serious bullying, victimisation or physical 

violence. 

The aim of mediation in this context is for an independent person to explore the 

issues with the two parties and seek to find a mutually acceptable way of resolving 

the matter.  A desirable outcome may be an agreement and if necessary an action 

plan, which will set the standards of conduct required for a more harmonious working 

relationship in the future. 

The mediator will help to: 

 Identify what has happened by speaking confidentially to all parties; 

 Assess the best way to bring the parties together; 

 Hold a joint meeting; 

 Explore the issues; 

 Build the agreement for future working relationships. 

The benefits of mediation are that it: 
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 Increases the likelihood of a resolution; 

 Can improve working relationships; 

 Creates shared goals and responsibilities for solutions 

 Why not: 

 Consider the benefits of becoming trained in mediation skills? 

 Compare the costs of mediation with the costs of an employment tribunal? 

g. If an employee reports their concern but does not want the issue taken up with the 

individual concerned, the manager should raise awareness of harassment issues 

within the work team without naming names.  This can be done through training 

initiatives, raising awareness within the team giving examples of unacceptable 

behaviour when appropriate, publicising the harassment and bullying policy. 

The team approach should also be taken when a manager identifies a possible 

problem even without a specific complaint or concern being raised.  

If the allegation is of a serious nature the Teacher/Co-Headteachers may wish to tackle 

the specific issue on an individual basis regardless of the employee’s wish.  In these 

circumstances the Teacher/Co-Headteachers should be careful not to disclose the 

source of the information. 

A Teacher/ or a Co-Headteacher who becomes aware of any harassment within their 

team must take appropriate action to deal with it, whether or not a particular 

individual makes a complaint.  Any Teachers/Co-Headteachers found to be in breach 

of this policy may be subject to action through the School’s Conduct and Discipline 

Procedures. 

h. Employee Protection 

 The Council/Governing Body assures employees that it recognises their right to raise 

concerns about any potential malpractice within the organisation.  The 

Council/Governing Body is committed to dealing firmly with any form of victimisation, 

harassment or reprisal at work.  If an allegation is made that any of these has 

occurred, an investigation will take place and, if the allegation is found to be 

substantiated, it will be considered a serious disciplinary offence and action will be 

taken accordingly. 

 For their part, employees have a right and also a duty to raise concerns when they 

have a reasonable belief that malpractice may be occurring or have occurred. 

 Whenever possible, the line manager will protect the identity of any employee who 

raises a concern and does not want their name to be disclosed.   However, line 

managers must ensure that the employee is aware that any investigation process 

may reveal the source of the information and a statement by the person reporting the 

concern may be required as part of the evidence.   
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i. Where an informal approach has failed, it will be necessary to consider formal action.  

Teachers/Co-Headteachers should discuss the case with the HR Service Desk 

before progressing to a formal stage. 

If an individual is unhappy with the resolution of a case informally, they should 

discuss this with the relevant Teacher/Co-Headteachers/Trade Union representative/ 

HR contact and if they remain dissatisfied progress their concerns through the 

School’s Grievance Procedure which constitute the formal stages of this policy.  (See 

Section 10). 

 

10. FORMAL STAGES  

a. If it has not been possible for the parties to resolve the allegation of harassment 

and/or bullying informally then the employee has the right to raise a grievance 

through the formal stages of the School’s Grievance Policy.   

b. In recognition of the serious nature of the formal procedures the person charged with 

dealing with the written grievance should, in the first instance, explore with the parties 

concerned whether in fact all informal avenues have been exhausted.  

c. In accordance with the School’s grievance procedure and if the person charged with 

dealing with the written grievance deems it appropriate, an investigation into the 

alleged behaviour will be carried out.  Following this investigation a decision will be 

made on whether or not to proceed with a hearing under the School’s Grievance 

Policy or if it appears that there is a case of misconduct to consider, the School’s 

Conduct and Discipline procedure should be followed.  

d. In the first instance the line manager should: 

 arrange to meet separately with the employee and the person they have accused 

of harassment  

 explain how the investigation will be conducted including the interrelationship with 

the School’s Conduct and Discipline procedure and the right to be accompanied 

at any meeting in line with the Conduct and Discipline Policy 

 agree timescales for completion of the investigation 

 it is crucial to treat the individual accused of harassment fairly and demonstrate 

that you are approaching the investigation with an open mind.  This should 

equally be the case in respect of the employee raising the complaint 

 investigate the issues carefully   

 gather all the evidence, written documentation, speak to any witnesses, etc.  

 give both parties an opportunity to state their case  

 try to understand what events took place and the meaning of these events to 

those involved.  Often the issue is not whether an incident happened but whether 

it was offensive or was encouraged by the person subjected to it  
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 allow adequate time for any meetings  

 aim to give a decision as quickly as possible.  Keep all individuals updated on   

progress.  If you do not feel there is a case to answer, give your reasons  

 move to the disciplinary procedure if it is concluded that misconduct warranting 

disciplinary action may have occurred or arrange a formal grievance hearing if 

relevant 

 in a grievance hearing please consider the practicalities of the individual and the 

person accused of harassment being in the same room.  How appropriate is this? 

This will vary depending on the nature of the harassment.  You may need to 

consider seating arrangements or even the use of screens or other barriers to 

keep individuals from coming into contact.  Remember that both parties have the 

right to hear the case. 

 at a grievance hearing, follow the guidance of the grievance process but in terms 

of outcome: 

o explore whether a change in the behaviour of the individual accused of 

harassment is needed/would be helpful and discuss that with them.  Consider 

counselling.  

o inform the employee who raised the complaint of any commitment by the 

individual accused of harassment to change their behaviour  

o consider whether to meet with both parties present to try and resolve any 

remaining difficulties or to arrange mediation 

 explain your reasons to the employee if you have found that harassment has not 

occurred or does not merit formal disciplinary action (for example explain why 

you consider that the alleged behaviour did not constitute harassment or that it 

did not take place)  

 discuss with the employee any aspects of their behaviour that may have 

contributed to the situation  

 consider and take any reasonable action aimed at ensuring a productive future 

working relationship.  Consider ways to cope with any hostility or strained work 

relationships after the case as soon as possible.  You may need to take action 

to: 

o protect employees from victimisation  

o restore the reputation of anyone falsely accused  

o relocate either the employee or the harasser, whichever is more appropriate  

o offer training, counselling and support for all the employees involved  

 inform the employee of their right to appeal under stage two of the Schools’ 

Grievance Policy if they are not satisfied with the decision, or if they consider the 

timescale for dealing with the matter is unreasonable  
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e. In cases where police allegations have arisen, e.g. resulting from the Protection from 

Harassment Act, the case will be dealt with under the School’s Conduct and 

Discipline Policy. 

f. It is recognised that in certain circumstances employees may feel harassed as a 

result of raising a concern under this or any other School/Council policy.  The 

Council/Governing Body recognises its duty to protect employees from possible 

reprisals, retaliation or victimisation when they have made a disclosure in good faith.  

If an employee feels they are being subjected to any detrimental treatment as a result 

of raising a concern under this policy, they must notify an appropriate manager 

immediately. 

 

11. COLLECTIVE/GROUP COMPLAINTS 

a. If several people are experiencing bullying or harassment from the same source, and 

wish to lodge a complaint as a group, they should nevertheless submit individual 

statements about their experience of the behaviour that is complained about.  

b. If each of the complaints is raised as a formal grievance, as long as the issue is of a 

similar nature in each case, it can be dealt with in one hearing through the grievance 

procedure. 

c. Outcomes of collective complaints will be advised to each individual on a personal 

basis. 
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APPENDIX 1 - Examples of Harassing & Bullying Behaviours 
 
Some examples of harassment and bullying are set out below. These lists are not 

exhaustive but are designed to give an idea of the range of conduct that can be included 

within the terms bullying and harassment.  It should also be remembered that more than one 

behaviour may be exhibited, and similar behaviours occur under different headings. 

Examples of Bullying behaviours  

 Ignoring or sending others to ‘Coventry’ 

 Making insulting or offensive comments about others 

 Shouting and getting abusive with others 

 Pointing your finger, invading personal space, shoving, blocking or barring the way 

 Withholding information that affects other people’s jobs 

 Humiliating or ridiculing others about their work 

 Ordering others to work below their level of competence for no reason 

 Removing areas of responsibility without consultation 

 Spreading rumours or gossip 

 Suggesting that others should resign 

 Highlighting errors or mistakes made by others in the presence of others 

 Being hostile to others 

 Constantly criticising others’ work and efforts 

 Ignoring the views of others 

 Playing practical jokes on people  

 Setting unreasonable tasks or deadlines 

 Creating an unmanageable workload 

 Making false allegations against others 

 Engaging in unjustified and/or over zealous monitoring of the work of others 

 Removing the rights of others 

 Threatening violence to others 

 Physically attacking others 

 Using malicious or insulting language. 

 
Examples of Racial Harassment/Discrimination/Victimisation 

 Abusive language and racist "jokes". 

 Racist name-calling. 

 Display of racially offensive written or visual material including graffiti, badges, etc. 

 Physical threats, assault and insulting or abusive behaviour or gestures. 

 Open hostility to ethnic minority workers, including organised hostility in the work place. 

 Unfair allocation of work and responsibilities. 

 Exclusion from normal workplace conversation or social events i.e. being "frozen out". 

 Ridicule of an individual for cultural differences e.g. food, music, dress, appearance. 

 Derogatory use of stereotypes. 

 Exclusion from training/promotion or career advantage on race grounds. 

 Any of the above examples of harassment in relation to ethnic or national origin. 
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Harassment on grounds of Religion and Belief   

 Ridicule of an individual for religious and cultural differences. 

 Inappropriate or intrusive questioning regarding religious background, beliefs or 

culture. 

 Verbal or other abuse in relation to the prayer, dietary or other requirements of the 

religion concerned.   

 Unfair treatment, ridicule or hostility towards employees wearing traditional and/or 

religiously prescribed dress or hairstyle. 

 

Examples of Sexual Harassment/Discrimination/Victimisation 

 Unwanted, unreciprocated and degrading sexual comments, looks, ",jokes", gestures,   

suggestions etc. 

 Issuing compromising invitations. 

 Demands for sexual favours i.e. pestering. 

 Sexual assault and rape. 

 Display of sexually offensive written or visual material e.g. pin ups, graffiti, magazines etc. 

 Intrusive questioning or comments about a person's sexual activity or preferences. 

 Unwanted physical contact of a sexual nature e.g. unnecessary touching, patting, 

pinching or brushing against another employee's body. 

 Open hostility, including organised hostility in the work place. 

 Unfair allocation of work and responsibility. 

 Exclusion from normal work place conversation and social activity. 

 Ridicule or the use of derogatory stereotypes. 

 Exclusion from training/promotion or career advantage on gender grounds. 

 

Examples of Harassment/Discrimination/Victimisation on the grounds of Transgender 

 Laughing at someone because they look different, or do not fit within an accepted 

gender look 

 Unwanted, unreciprocated and degrading sexual comments, looks, jokes, gestures, 

suggestions etc 

 Inappropriate touching 

 Denying someone the right to express their gender identity openly  

 

Examples of Harassment/Discrimination/Victimisation on the grounds of disability 

 Abusive language, name-calling and "jokes" about disability. 

 Unwanted and degrading comments, looks, gestures. 

 Intrusive questioning or comments concerning an individual's disability. 

 Denial of assistance when required. 

 Displays of offensive written or visual material. 

 Physical threats and abuse. 

 Unfair allocation of work and responsibilities. 

 Exclusion from normal workplace conversation or social events. 

 Open hostility, including organised hostility in the work place. 

 Ridicule of an individual e.g. appearance. 
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 Use of derogatory stereotypes. 

 Inaccessible work places, equipment and accommodation. 

 Exclusion from training/promotion or career advantage on grounds of disability. 

 Assumptions that any sickness absence is a result of an individual’s disability. 

 

Examples of Harassment/Discrimination/Victimisation on the grounds of sexual 

orientation 

 Unwanted and degrading comments, looks, gestures etc. 

 Intrusive questioning of comments concerning an individual's sexual or social activity 

or sexual preferences. 

 Displays of offensive written or visual material. 

 Physical threats and abuse. 

 Unfair allocation of work and responsibilities. 

 Exclusion from normal work place conversation and social events. 

 Open hostility, including organised hostility in the work place. 

 Ridicule of an individual. 

 Ignoring an individual’s sexual orientation, when it is clearly known, requiring the 

individual to have to restate their sexual orientation 

 Use of derogatory stereotypes and language e.g. phrases such as “you’re ok but most 

gay men are…….”  

 Unwanted assumptions or speculation about an individual's sexual orientation. 

 Exclusion from training provision or career advantage on grounds of sexual orientation. 

 Abusive language, name-calling and “jokes” regarding an individuals’ sexual 

orientation (real or perceived) 

 Abusive language, name-calling and “jokes” regarding the sexual orientation (real or 

perceived) of those an individual associates with 

 Denying someone the right to express their sexual orientation openly 

 The above applies equally to the harassment of heterosexual people as they do to 

lesbians, gay men or bisexuals 

 

Age harassment 

 Derogatory age-related remarks 

 Unjustifiable dismissal of suggestions on the grounds of the age ( or youth) of the 

person . 

 Age-based jokes or comments, offensive cartoons, drawing, symbols, or gestures 

 Exclusion from informal groups such as social events 

 Making and acting on assumptions about what a person of a particular age can/cannot 

do, 

 Excluding from consideration for training and development, promotion, etc., 

 Constantly referring to a person’s age in a manner that directly states or implies this as 

reason they are (allegedly) not competent, 

 

Personal harassment 

 Lack of tolerance of personal difference includes making fun of personal 

circumstances or appearance. 



Anti-Harassment and Anti-Bullying Toolkit for Schools   
 

 

   Page 23 of 30 

  

Detriment Relating to Union Membership 

Legal reference: Trade Union and Labour Relations (Consolidation) Act 192 s.146 

A worker shall have the right not to be subjected to any detriment or harassment by his 

employer, or any individual, on union recognition related grounds. Such grounds may include 

the worker seeking to obtain recognition of a union, indicating support for recognition or 

voting via a ballot.  

Any detriment incurred on these grounds entitles a worker to bring a complaint to an 

Employment Tribunal. It will be for the employer to show that the ground on which he acted 

or failed to act was not union related. If the Tribunal finds the complaint well-founded it may 

award compensation. There will also be a new right for an employee to claim that his or her 

dismissal was unfair if it was on union recognition related grounds. 

Harassment on the grounds of Part-Time Working 

Legal reference: The Part-time Workers (Prevention of Less Favourable Treatment) 

Regulations (2000) 

Workers should not be subjected to detriment on the grounds of their working hours e.g. 

part-time or fixed-term status.  

It is important to note that because most part-time workers are women, if they are treated 

less favourably than full-time workers, this could amount to indirect discrimination under the 

Sex Discrimination Act. 

Methods 

It is important to note that all of the above apply in face-to-face situations, use of e-mail, 

visual images (e.g. circulating pictures of a sexual nature or embarrassing photos of 

colleagues), phone (including mobiles and texting) and automatic supervision methods such 

as computer recording of downtime from work, or recording telephone conversations – if 

these are not universally applied to all workers. 

The Equality Act 2010 allows for protection from discrimination by association. This is where 

an individual is directly discriminated against or harassed for association with another 

individual who has a protected characteristic (although this does not cover harassment 

because of marriage and civil partnership, and pregnancy and maternity). 
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APPENDIX 2 – Language Guide  

(Information can also be found in the Buckinghamshire County Council Written House 
Style Guide) 
 
Language has an important role to play in promoting equality because of its power to shape 

thought and social interaction.   

All of us, regardless of our position in our organisation or in society, communicate with other 

people.  The way we do this will influence the way we and the organisation for which we work 

are viewed. 

Key points to note: 
 

 The language we use as an employer or service provider can shape the attitudes of our 

employees toward themselves, one another, their employer and the community they 

serve. 

 Society tends to put people into categories: disabled people, women, black and ethnic 

minority groups, etc.  But these should not be seen as separate groupings of people of 

the same kind.  What is acceptable to some members of a group may not be to others. 

 Language often carries baggage that reflects the stereotypes that people have about 

those who are different from themselves, and it is important to look beneath the actual 

words to ensure the assumptions we hold about people are based on fact and not 

misinformation or prejudice.  

 Language is naturally dynamic, constantly evolving and changing.  Words can go in or 

out of fashion, leaving people unsure about what is ‘right’. 

 The label ‘political correctness’ is often used as an excuse, a criticism or accusation by 

people unwilling or unable to take responsibility for their actions. 

 Negative images about people or groups are often conveyed through humour.  While 

poking fun at a particular group may not be intended to be offensive, it does little to help 

promote a positive image. 

 

Race and Language 

Communication with employees and service users takes many forms.  The language we use 

should give employees, and the communities we serve, a clear message that we value diversity 

and respect individual difference.  

Minority Ethnic community/communities: 

The idea of ‘minority ethnic communities’ can lead to misunderstanding if it leads to thinking that 

the needs of the group are all the same.  There are, of course, cultural similarities between 

some groups of people, but there are likely to be as many, if not more, cultural differences.  

Even within groups of people of generally homogeneous ethnic background, for example 

Bangladeshi or Caribbean, there will be many cultural and other differences.  
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Making assumptions about an individual’s or family’s needs and requirements on the basis of 

their ethnic and cultural background may cause problems. 

Black: 

This term is not acceptable to all people from ethnic minority backgrounds.  For some, ‘black’ 

has a positive political connotation, used to define themselves within a particular group, 

regardless of their apparent skin colour.  Others take ‘black’ more literally to mean someone 

with very dark skin.  Some people of Asian background find the term offensive when applied to 

them, while other people will not wish to be called ‘black’ because of its political connotations. 

“Black and Minority Ethnic” (BME): 

This term covers the whole spectrum of minority ethnic communities whether “visible” or not. 

British: 

Care should be taken that the term British is used in an inclusive way and not as a synonym for 

White European.  Black and Asian people are British and may want to define themselves 

positively as such, or indeed as English, Welsh or Scottish. 

White European: 

It should be remembered that Irish people are not the only minority ethnic group who would 

categorise themselves as White European, and in particular parts of the country there are 

national and cultural communities with particular needs who would see themselves as White 

European minority groups.  

Asylum seekers and Refugees: 

While race is not strictly a factor in the terminology in this area, the ethnic background of asylum 

seekers and refugees is often an area where controversy arises.  

Refugees are people who have fled from their usual place of abode to avoid persecution.  

Asylum seekers are people who have no established right to stay in this country but are seeking 

the right to remain by claiming asylum on the grounds of their fear of persecution in their home 

country.  Refugees are likely to seek asylum, but not all asylum seekers are refugees.  This 

term has acquired negative connotations in part because of the number of economic migrants 

who have claimed asylum and have not succeeded.  

Unacceptable Terms: 

It is generally inappropriate for the Council or its staff to dictate how people refer to themselves.  

Some of the terms which are recognised today as unacceptable may still be used by some 

people of minority ethnic backgrounds for example, coloured.  By being sensitive to people’s 

preferences it should be possible to avoid offence to individuals. 

Gender and Language 

The central issue here is the use of terms, which exclude or denigrate women.  To be able to 

promote gender equality effectively, and to make the best use of the skills and abilities of our 

female employees we should promote positive images of women both internally and externally. 

This is very difficult if the language an organisation uses excludes women. 
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Language must make women visible both as employees and as service users to ensure that 

their contribution is recognised and their needs identified.  This will give women more 

confidence in their roles.  It is important to remember that women are a very varied group.  The 

needs, concerns and perspectives of ethnic minority women, disabled women, older women and 

lesbians or gay women, for example, may be different. 

The English language appears to have evolved on the assumption that the world is male.  We 

say ‘the man in the street’, or ‘manning the phones’, and talk about the tax man, lay man etc.  

‘She’ is apparently implicit in ‘he’.  Our laws refer to the male gender only, as much of our public 

language has done until recently.  This approach can make women and their contribution to 

society seem invisible. 

In addition, for many professions with non-gender-specific titles, there is a strong male 

stereotype in operation.  How often do we visualise women when we talk of a judge, a solicitor, 

or an accountant?  How often do we visualise men when we refer to a nursery nurse, a 

secretary or a cleaner?  

With a little thought and imagination it is easy to ensure that women are ‘visible’, and seen in a 

positive light: 

 Ensure that the female gender is clearly identified in any reference to people in general.  

 Say the ‘man and woman in the street’ or ‘person in the street’ for example, and ‘his or 

her’ or ‘he or she’ when no particular person is being referred to. 

 Try to use non-gender-specific terms when referring to general action by people.  For 

example ‘manning the phones’ can be replaced by ‘answering the phones’, and 

‘manpower planning’ by ‘staffing’ or ‘human resource planning’. 

 Ensure the female gender is not excluded in written material.  One option is to use he or 

she or s/he in writing, although this is not always easy, and repetition can make written 

material clumsy.  In most cases it is possible to rephrase the text so that it avoids 

reference to either gender and still remains clear.  (Using the plural means the use of 

“they” and “their” is grammatically correct, although there are those who would also use 

this formulation in the singular.) 

 Many job titles or roles which are traditionally identified in male terms have non-gender-

specific alternatives.  What is required is the will to make the change. Once the change is 

made; the new terms will become accepted as natural and stop seeming awkward to 

remember. For example: 

Chairman = Chairperson or Chair 

Fireman = Firefighter 

Foreman = Supervisor 

Workmen = Workers 

   Spokesman = Spokesperson 

 

Disability and Language 

The language and terminology generally used around disability and to describe disabled people 

communicates an overwhelmingly negative message.  
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If a disabled person ‘breaks the mould’, this is often portrayed as a near miracle, achieved only 

because of the tremendous ‘bravery’ and ‘determination’ of the individual, or because of the 

kindness of others.  This reinforces the idea that the ordinary disabled person’s lot is a naturally 

unhappy one.  

It is important that all employees and service providers use language to communicate a more 

positive image of disability.  Disabled employees and potential employees need to know that 

their skills and abilities are valued.  For service providers, the language used should convey a 

respect for disabled people’s rights.  It is important to inspire confidence, that needs are 

properly understood and will be met in a way which affords independence and dignity. 

Many of the words and phrases commonly used in relation to disability create a view of disabled 

people as helpless, dependent and limited, e.g. confined to a wheelchair or wheelchair-bound. 

A wheelchair, like a car or bicycle, is simply a mobility aid which enables people to get around.  

We do not refer to motorists as confined to a car or cyclists as bicycle-bound.  If wheelchairs are 

restricted, it is likely to be by an environment which has been built for the non-disabled. An 

effective and accurate alternative is wheelchair-user. 

It is also common for words and phrases to be used to refer to disabling conditions which imply 

that a great deal of pain and suffering is involved, for example: 

 crippled by polio 

 afflicted with epilepsy 

 suffering from spina bifida 

 a victim of blindness 

 

These emotive terms again emphasise the supposedly tragic nature of disability and locate the 

problem with the individual’s condition or impairment. While some disabled people will suffer as 

a consequence of their disability, this is not necessarily always the case.  

If you have to refer to a person’s condition at all, it is far better to use neutral terms such as 

‘had’, ‘has’, or ‘with’.  For example: She had polio, he has epilepsy and she is a person with 

spina bifida. 

Age and Language 

British culture does not value older people highly and this is reflected in language. ‘Old’ carries 

connotations of being worn out and of little further use. It is even used as a term of abuse. For 

example: 

 old woman (applied to a supposedly fussy man) 

 old fool 

 old codger 

 

or there are patronising terms such as: old dear or old biddy. 

The media also tends to portray young people as beautiful, glamorous and capable, while older 

people are more often portrayed as funny or ridiculous, conservative and crotchety, helpless 

and vulnerable, or even dirty and unkempt.  These stereotypes inevitably affect attitudes, 

including perhaps older people’s expectations.  
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We clearly should not make assumptions about the value of people based on their age.  It is 

better to use neutral terms such as ‘elderly’ or ‘older’ as appropriate when referring to people. 

For example: 

 older workers 

 services for elderly people 

 elderly relatives 

 

Age issues also affect younger people. It is wrong to make stereotypical assumptions about 

younger people’s reliability, sense of responsibility and their capability on the grounds of their 

age. 

Religion and Language 

It is important to be respectful of people’s religious beliefs and be aware that the language we 

use may offend some people if it offends their religious beliefs. 

The most commonly used inappropriate terms in this country tend to refer to Christianity.  Use of 

the terms ‘Jesus Christ’ and ‘God’ as exclamations may offend and should be avoided. 

It is important that all employees acquire a basic awareness of the communities within which 

they work and cultural awareness training should include an overview of the religious belief 

systems of the communities concerned 

References to religious deities and their representation should be avoided and employees 

should be encouraged to be respectful of and sensitive in the way in which we refer to the 

religious beliefs and customs of all faiths. 

Many people are prepared to talk about their religious beliefs to people that they know, but there 

is no place for intrusive questioning and if someone is not prepared to discuss such matters this 

should be respected.  

There are some aspects of language usage which are influenced by the historical Christian 

heritage of the UK, but which could offend or puzzle someone of another faith.  One obvious 

example is that when referring to a person’s name, you should not use the term ‘Christian 

Name’. Use ‘forename’ instead.  

Sexuality and Language 

Language and terminology around the issue of sexuality has been largely influenced by ideas 

about normality. Fear and hostility is felt and expressed by society with regard to what are still 

perceived as unnatural lifestyles or behaviour.  Not surprisingly, our language abounds with 

insults and derogatory terms for gay men and lesbians. 

The layers of myth and misunderstanding around the issues are deep and complex.  The term 

‘gay’ is an adjective and should not be used as a noun, i.e. do not refer to “a gay”.  The term can 

be taken as referring to both men and women, as in ‘the gay community’, but it is more 

commonly used to describe men than women.  It has already been mentioned that inappropriate 

use of language can make women less visible than men.  Referring only to ‘gay people’ or the 

‘gay community’ may have that effect.  This can be resolved by using ‘gay men and lesbians’ or 

‘gay men and women’ or just ‘lesbians’ if only women are being referred to. 
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 Homophobia can be defined as an irrational hatred, disapproval or fear of gay and 

lesbian people and their culture, and also describes the behavior that results from those 

feelings. 

 

 Heterosexism is the assumption that heterosexuality is universal and/or superior to 

homosexuality, and also describes the prejudice and discrimination that arises from that 

perception.   

 

There are a number of specifically homophobic terms of abuse. They are well known and 

understood by most people to be unacceptable and should not be used when referring to 

lesbians, bisexual people and gay men, avoid using the following types of phrase: 

 ‘gays often do those types of jobs’ 

 ‘a woman with lesbian tendencies’ 

 ‘a person of the other persuasion’ 

 ‘he/she bats for the other side’ 

 

Terms usually perceived as patronising: 

 

 ‘I don’t think of you as being gay’ 

 ‘some of my friends are gay’ 

 ‘you being gay isn’t a problem for me’ 

 ‘when did you first decide you were gay?’ (it is better to say realise) 

 

Don’t assume a person’s sexual orientation by clumsy use of questions such as: 

 

 ‘are you married? 

 ‘what does your wife do for a living?’ 

 ‘do you have a girlfriend?’ (to a man) 

 

LGBT - Is an acronym for Lesbian, Gay, Bisexual and Transgender.  While members of these 

groups may form a “community of interest“, for some purposes, it is important to remember that 

the needs and expectations of each group and the individuals within them will not be the same. 

Transgender & transsexualism are complex subjects.  All trans people are individuals, each 

with differing backgrounds, circumstances and needs.  An individual’s gender identity – their 

emotional and psychological sense of being male or female - may not necessarily be the same 

as their biological identity.  A minority of people may be intersex, having sex chromosomes or 

physical characteristics, which are not standard for males or females. 

IF IN DOUBT – ASK! 

If you are in doubt about how to describe an individual or an issue, simply ask the individual 

concerned what description they would prefer. 
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APPENDIX 3  

 
Differences between strong management and bullying behaviour - A Guide for 
Managers 
 
 

Addressing poor 

performance in teams 

Strong management Bullying 

Identifying the performance 

issue 

Looking at all the potential 

reasons for poor performance 

e.g. people, systems, training 

and equipment 

No attempt to identify the 

nature or source of the poor 

performance 

Seeking the views of the 

team or individual to identify 

the cause of the 

unacceptable level of 

performance 

The team takes part in looking 

for the source of the problems in 

performance and helps the 

manager to identify solutions for 

the whole team 

No discussion of the cause 

of the performance deficit, or 

opportunities for the team 

members to discuss their 

difficulties 

Agreeing new standards of 

performance with all team 

members 

Setting and agreeing standards 

of performance and behaviours 

for each team member and the 

manager 

Imposing new standards 

without team discussion on 

appropriate standards of 

performance or behaviour 

Agreeing the method and 

timing of monitoring/auditing 

team performance 

 

Wherever possible the team or 

team member takes part in the 

monitoring process.  The 

outcome of the monitoring 

process is openly discussed 

Without agreeing standards, 

the monitoring can occur at 

any time and can involve 

areas that are unexpected 

by team members 

Failure to achieve the 

standards of performance is 

dealt with as a performance 

improvement issue 

 

Opportunities are taken to 

identify individuals who are 

struggling and support is 

provided.  Where individuals are 

unwilling to comply with the 

agreed performance 

improvement process, 

disciplinary action may be taken 

 

Individuals who fail to 

achieve the standards of 

performance are put under 

pressure to conform.  This 

may include ridicule, 

criticism, shouting, 

withholding of benefits, 

demotion, teasing or 

sarcasm 

Recognising positive 

contributions 

Recognises and rewards 

improvements in performance, 

attitudes and behaviour 

 

With no monitoring, it is 

impossible to recognise 

where there have been 

positive contributions. 

Rewards and recognition are 

therefore arbitrary and open 

to acts of favouritism 

 

 


