
  

 
 

Sexual Harassment Policy 
 

Introduction  
 
All members of staff are entitled to be treated with dignity and respect in College. This means 
freedom from sexual harassment, feeling safe and supported and having access to redress if 
such behaviour does arise.  
 
Sexual harassment takes many forms, but whatever form it takes it is unlawful under the Equality 
Act 2010. 
 
The law requires employers to take reasonable steps to prevent sexual harassment of their staff. 
We take action to prevent sexual harassment from occurring and have clear reporting procedures 
for our staff to make a complaint about sexual harassment. If you have been sexually harassed, 
or you have witnessed sexual harassment, we encourage you to tell us so that we can deal with 
the matter swiftly. 
The Bursar has overall responsibility for the operation of this policy. Managers will maintain an 
open-door policy and we encourage all staff to come forward with any concerns in relation to 
sexual harassment. All our staff have a responsibility to behave in line with the requirements of 
this policy. 
 
Instances of sexual harassment or victimisation may lead to disciplinary action up to, and 
including, termination of employment. 
 
This policy is reviewed regularly to ensure it remains up to date and in order to monitor its 
effectiveness. Any changes required will be implemented and communicated.  
 
Scope 
 
The College seek to ensure that the working environment is safe and supportive to all those who 
work for us. This includes employees, workers, agency workers, volunteers and contractors in all 
areas of the college.  
 
Definitions 
 
Sexual harassment is unwanted conduct of a sexual nature which has the purpose or effect of 
violating a person's dignity or creating an intimidating, hostile, degrading, humiliating or offensive 
environment for that person. It also covers treating someone less favourably because they have 
submitted to, or refused to submit to, unwanted conduct of a sexual nature or in relation to 
gender reassignment or sex.  
 
Sexual harassment may be committed by a fellow worker, an agent of an organisation, or a third 
party. It does not need to occur in person. It can occur via digital means, including social media 
sites or channels (eg WhatsApp). Someone may be sexually harassed even if they were not the 
target of the behaviour. Examples of sexual harassment include, but are not limited to: 
 

• sexual comments or jokes, which may be referred to as “banter” 
• displaying sexually graphic pictures, posters or photos 
• suggestive looks, staring or leering 
• propositions and sexual advances 



 
 
 
 

 

• making promises in return for sexual favours 
• sexual gestures 
• intrusive questions about a person’s private or sex life or a person discussing their own 

sex life 
• sexual posts or contact in online communications, including on social media 
• spreading sexual rumours about a person 
• sending sexually explicit emails, text messages or messages via other social media 
• unwelcome touching, hugging, massaging or kissing 

 
Victimisation is subjecting someone to detriment because they have done, are suspected of 
doing, or intend to do, an act which is protected under discrimination and harassment laws. 
These are outlined below. It is not necessary for the person to have done the protected act in 
order for detrimental treatment to be considered as victimisation. 
 
The protected acts are:  
 

• making a claim or complaint under the Equality Act 2010 (eg for discrimination or 
harassment) 

• helping someone else to make a claim by giving evidence or information in connection 
with proceedings under the Equality Act 2010   

• making an allegation that someone has breached the Equality Act 2010   
• doing anything else in connection with theEquality Act 2010 .  

 
Examples of victimisation may include: 
 

• failing to consider someone for promotion because they have previously made a sexual 
harassment complaint 

• dismissing someone because they accompanied a colleague to a meeting about a sexual 
harassment complaint  

• excluding someone from work meetings because they gave evidence as a witness for 
another employee as part of an employment tribunal claim about harassment. 

 
Circumstances which are covered 
 
This policy covers behaviour which occurs in the following situations: 
 

• a work situation 
• a situation occurring outside of the normal workplace or normal working hours which is 

related to work, eg a working lunch, a business trip or social functions 
• outside of a work situation but involving a colleague or other person connected to the 

College, including on social media 
• against anyone outside of a work situation where the incident is relevant to your 

suitability to carry out the role.  
 
What to do if you are subject to sexual harassment or victimisation 
 
Sexual harassment and victimisation are unlawful and will not be tolerated. Allegations of sexual 
harassment and victimisation will be treated as a disciplinary matter, although every situation 
will be considered on an individual basis and in accordance with the principles of our disciplinary 
procedures, a copy of which is available from on the staff intranet.  



 
 
 
 

 

Informal complaint 
 
If you are being sexually harassed, consider whether you feel able to raise the problem informally 
with the person responsible. You should explain clearly to them that their behaviour is not 
welcome or makes you uncomfortable. If this is too difficult, you should speak to your line 
manager[, or the HR Department, who can provide confidential advice and assistance in 
resolving the issue formally or informally. If you feel unable to speak to your line manager 
because the complaint concerns them, you should speak informally to the HR Department.  
 
If you are not certain whether an incident or series of incidents amounts to sexual harassment, 
you should initially contact your line manager or the HR Department informally for confidential 
advice. 
 
If informal steps are not appropriate, or have been unsuccessful, you should follow the formal 
procedure set out in our Grievance Procedure. 
 
What to do if you witness sexual harassment or victimisation 
 
If you witness sexual harassment or victimisation, you are encouraged to take appropriate action 
to address it. You should not take any action that may put you at risk of sexual harassment or 
other harm. If you feel able, you should intervene to prevent the matter continuing. If you are not 
able to do this, your action may include offering support to the person who has been sexually 
harassed and encouraging them to report the incident or reporting the incident yourself. 
 
If reporting the incident, you should bring the matter to the attention of the Bursar in writing.  
 
Your concerns will be handled by the Bursar or HR who will sensitively talk to the person subject 
to sexual harassment to determine how they want the matter to be handled.  
 
Third-party sexual harassment  
 
Third-party sexual harassment occurs when a member of staff is subjected to sexual harassment 
by someone who is not part of our workforce but who is encountered in connection with work. 
This includes our, suppliers, members of the public, contractors, etc.  
 
Third-party sexual harassment of our staff is unlawful and will not be tolerated. The law requires 
employers to take steps to prevent sexual harassment by third parties and we are committed to 
doing so.  
 
The law does not provide a mechanism for individuals to bring a claim of third-party harassment 
alone. However, failure for an employer to take reasonable steps to prevent third-party sexual 
harassment may result in legal liability in other types of claim. 
 
If you have been subjected to third-party sexual harassment, you are encouraged to report this 
as soon as possible to the Bursar.  
 
Any criminal acts will be reported to the police. 
 
We will not tolerate sexual harassment by any member of our staff against a third party. Instances 
of sexual harassment of this kind may lead to disciplinary action, including termination of 
employment. 



 
 
 
 

 

 
Disciplinary action 
 
If the decision is that the allegation of sexual harassment or victimisation is well founded, the 
harasser/victimiser will be liable to disciplinary action in accordance with our disciplinary 
procedure up to, and including, summary dismissal. An employee who receives a formal warning 
or who is dismissed for sexual harassment/victimisation may appeal by using our disciplinary 
appeal procedure. 
 
When deciding on the level of disciplinary sanction to be applied, we will take into consideration 
any aggravating factors affecting the case. One example of aggravating factors is an abuse of 
power over a more junior colleague. 
 
If, due to the investigation, it is concluded that your complaint is both untrue and has been 
brought with malicious intent, disciplinary action will be taken against you. 
 
Training 
 
We provide training to all our staff on the prevention of sexual harassment to ensure there is a 
clear understanding of:  

• what sexual harassment is, how it may occur and that it will not be tolerated 
• expected levels of behaviour 
• how they can report any incidents of having been sexually harassed or having witnessed 

it 
• how acts of harassment will be dealt with under the disciplinary procedure, which can 

potentially result in dismissal.   
 
We ensure that all levels of management are trained on implementing this policy, including 
preventing and managing sexual harassment in the workplace and the procedure to follow if an 
allegation is reported.  
 
We will regularly review the effectiveness of our training. 
 
We provide refresher training as appropriate. 
 
Reporting outcomes, confidentiality and record-keeping 
 
Confidentiality is an important part of the procedures provided under this policy. Details of the 
investigation and the names of the person making the complaint and the person accused must 
only be disclosed on a "need to know" basis. Breach of confidentiality may give rise to 
disciplinary action under our Disciplinary Procedure. 
 
When appropriate and possible, where a complaint is upheld, we will advise the complainant of 
the action that has been taken to address their specific complaint and any measures put in 
place to prevent a similar event happening again. 
 
Information about a complaint by or about a staff member may be placed on their personnel 
file, along with a record of the outcome and of any notes or other documents compiled during 
the process. These will be processed in accordance with our Data Protection Policy. 


